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ABSTRACT 

This data providers' guide, the first volume of the 
revised "Higher Education Finance Manual,*' comprehensively describes 
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for the; Higher Education General Information Survey (HEGIS) reports, 
and includes the information needed to comply with those standards* 
General principles of fund accounting for postsecondary education are 
described, as are each of the main three financial statements (the 
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changes) - The standard revenue reporting categories and the standard 
expenditure-reporting categories and subcategories are also covered* 
Also included are a glossary of financial data terms anrl a lock-up 
table consisting of an alphabetical list of common activities, 
organizational units^, position titles, and types of expenditures, 
each associated with one or more expenditure categories and one or 
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9|c 3^ a9c ife ifc i(e 9(e ife 3(e ife ife ife 9<e ife 94t :4c afe 94t 3^ 

♦ Reproductions supplied by EDRS are the best that can be made : ♦ 

♦ from the original document* ♦ 



Volume 1: 

' Hi gher Education Finance Manual: 



ERIC 




National Center for Higher Education Management Systems 
Post Office Drawer P, Boulder, Colorado 80302 
An Affirmative Action/Equal Opportunity Employer 



The mission of the National Center for Higher Education Management Systems (NCHEMS) is to carry 
out research, development, dissemination, and evaluation activities and to serve as a national resource to 
assist individuals, institutions, agencies and organizations of postsecondary education, and state and 
federal governments in bringing about improvements in planning and management in postsecondary 
education. 

BOARD OF DIRECTORS 



Chairperson 
Robert Lisensky ' 

President, 

Willamette University 



Chairperson-Ekct 
Neil Bucklew 
Provost, 

Ohio University 



May Brodbeck 

Vice President for Academic Affairs 
and Dean of the Faculties, 
University of Iowa 

K. Patricia Cross 

Distinguished Research Scientist, 
Educational Testing Center 

Thomas Day 

President, 

San Diego State University 
Henrik Dullea 

Assistant Secretary to the Governor 
for Education and the Arts, 
State of New York 

Richard Greenfield 

Chancellor, 

St. Louis Community College District 

Dorothy Harrison-Blaney 

Deputy Commissioner, 
New York State Education 
Department 

Henry Herzing 

President, 

Herzing Institutes, Inc. 

T. Edward Hollander 

Chancellor, 

Board of Higher Education. 
State of New Jersey 



Hans Jenny 

Vice President for 
Finance and Business, 
The College of Wooster 

Thomas Law 

President, 

Virginia State University 

Joe Lee 

President, 

Parks College, Inc. 



Virginia Lester 

President, 

Mary Baldwin College 

Kenneth Mortimer 

Professor and Director, 

Center for the Study of . 

Higher Education, 

The Pennsylvania State University 

C. Gail Norris 

Executive Coordinator, 

Councillor Postsecondary Education 

State of Washington 

Dale Pamell 

President, 

San Joaquin Delta College 

Sharon Penney 

Associate Provost, 
Yale University 

Frank Pesci, Sr. 

Maryland StiZte Delegate 



Stanley Salwak 

President, 

University of Maine at Presque Isle 

Donald Smith 

President, 

Brookdale Community College 

Herman Smith, Jr. 

Chancellor, 

University of Arkansas-Pine Bluff 

Joyce Tsunoda 

Provost, 

Kapiolani Community College 

Richard Van Horn 

Vice President for Management, 
Carnegie-Mellon University 

George Weathersby 

Commissioner of Higher Education, 
State of Indiana 

Brunetta Wolfman 

Executive Planner and 
Director of Policy, Planning^ 
and Development, 
Massachusetts Department of 
Education 

Ex Officio Member: 

H. Bradley Sagen 

Chairperson, 

National Advisory Council 

The United States Military Academy 



OFFICERS 



Ben Lawrence 

Executive Director 



Dennis Jones 

Associate Director 



Gordon Ziemer 

Secretary/Treasurer and 
Associate Director 



Higher Education Finance Manual: 

Data Providers' Guide 



Dougias J. Collier 
Richard H. Allen 



1980 



National Center for Higher Education Management Systems 
P.O. Drawer P Boulder, Colorado 80302 

An Affirmative Action/Equal Opporiiinily Employer 




The work upon which this publication is based was performed by NCHEMS pursuant 
to Contract No. 300-76-03 19— Pilot Project for the Installation of Finance Data Bases 
at State Levels— with the National Center for Education Statistics. It does not, 
however, necessarily reflect the views of that agency. 



National Center for Higher Education Management Systems, Inc. 
Boulder, Colorado 80302 

Printed in the United States of America 
Designed by Lynn E. Phillips 



Contents 



Foreword 
Preface 

Acknowledgments 
Introduction 

Part L Financial Reporting 

1. Principles of Fund Accounting 

Background 

Basis of Accounting 

The Fund Groups 

Restriction Categories 

Restricted Funds 
Unrestricted Funds 

Assets^ Liabilities, and Fund Balances 

Additions and Revenues 

Interfund Transactions 



2. The Balance Sheet 21 

Description 21 

Format 21 

Definitions 25 

3. Statement ofChanges in Fund Balances 33 

Description 33 

Format 35 

Definitions 35 

4. Statement of Current Funds Revenues, Expenditures, 

and Other Changes 41 

Description 41 

Format 43 

Definitions 44 

5. Revenues and Transfers In 47 

Tuition and Fees 47 

Governmental Appropriations—Federal 48 

Governmental Appropriations— State 48 

Governmental Appropriations— Local 48 

Governmental Grants and Contracts— Federal 49 

Governmental Grants and Contracts— State 49 

Governmental Grants and Contracts— Local 49 

Private Gifts^ Grants^ and Contracts. 50 

Endowment Income ' 51 

Sales and Services of Educational Activities 52 

Sales and Services of Auxiliary Enterprises 52 

Sales and Services of Hospitals 52 

Other Sources 53 

Independent Operations 5S 
Transfers In 

6. Expenditures and Mandatory Transfers 55 

Expenditure Categories 56 

Instruction 56 

Research 58 
Public Service 

Academic Support 59 
Student Services ' 60 

Institutional Support 62 

Operation and Maintenance of Plant 62 



Scholarships a?id Fellowships 63 

Mandatory Transfers 64 

Nohmandatory Transfers 64 

Auxiliary Enterprises 64 

Hospitals 65 

Independent Operations 66 

Activity Look-Up Table 68 

Abbreviations for Coding • 69 

Activity Look-Up Table 70 

Part IL Glossary of Financial Data Terms 91 



VII 




8 



Foreword 



The Higher Education Finance Manual: Data Providers^ Guide is a complete 
description of the current state of the art for higher-education financial reporting. 
While being completely consistent with such other definitive works on higher- 
education financial reporting as NACUBO's College and^ University Business 
^Administration (1974) 2ind the AICPA's Audits of Colleges and Universities {1973), 
it includes a great deal of new material, particularly the detailed activity look-up 
table developed coopert'tively by NCHIiMS and NACUBO to provide additional > 
guidance in financial reporting. In my roles as both Chairman of NACUBO's 
Accounting Principles Committee, during the writing of College and University 
Business Administration, and member of the AICPA/NACUBO/NCHEMS Joint 
Accounting Group, I was intimately involved in the formulation of these standards 
for financial reporting. I feel that the Data Providers^ Guide is faithful to those 
financial reporting principles established while providing a great deal more infor- 
mation and guidance to the data provider. 

The Data Providers^ Guide, in my opinion, represents an important contribution 
to the literature describing the principles of higher-education financial reporting. 
It will be a useful reference document for anyone with the responsibility of re- 
porting financial information. It is highly recommended to all with an interest in, 
and concern about, the uniform reporting of higher-education financial data. 

W. Harold Read 

Vice President Emeritus for Business and Finance 
The University of Tennessee 



Preface 



The Higher Education Finance Manual: Data Providers' Guide is the first volume 
in iht Higher Education Finance Manual {HEFM)stnts. The three volumes in the 
series together revise and replace the onginal singlt-volumt Higher Education 
Finance Manual (NCHEMS Technical Report 69). Since higher-education 
financial-reporting practices have been and will continue to be subject to revision, 
the guidelines described in the HEFM stiits will also be subject to revision. 
However, since accounting practices are relatively stable, those described in the 
current HEFM series are not likely to change in the near future. The series is 
designed to be a comprehensive guide for providers and users of financial infor- 
mation reported by institutions of postsecondary education. The material in the 
HEFM revision was developed at NCHEMS as part of the original Higher Educa- 
tion Finance Manual pTO]tct (1972-74), supported by the National Center for 
Education Statistics (NCES). It was supplemented and refined in a follow-on 
project, the Higher Education Finance Mawwa/zState-Level Technical Assistance 
(/^£FAf/SLTA), project also supported by NCES, which in addition provided 
technical assistance to state agencies seeking to implement the //£FAf guidelines. 

The three volumes in the revision are the Higher Education Finance Manual: 
Data Providers' Guide^ the Higher Education Finance Manual: Data Users' Guide^, 
2ind tht Higher Education Finance Manual: The Source/Use Concept. The Data 
Providers' Guide comprehensively describes national financial reporting standards, 
including those prescribed for the HEGIS reports, and includes the information 
needed to comply with those standards. It includes: 

10 



1. A complete set of definitions of expenditure categories and revenue 
categories endorsed by the National Center for Higher Education Manage- 
ment Systems (NCHEMS), the National Association of College and 
University Business Officers (NACUBO), the American Institute of 
Certified Public Accountants (AICPA), and NCES 

2. An activity look-up table, with specific guidance for assigning activities to 
expenditure categories and subcategories, endorsed by NCHEMS and 
NACUBO 

3. A glossary of financial accounting terms 

4. A description of generally accepted accounting principles for postsecondary 
education 

5. Exemplary formats for financial statements 

Oriented to the nonaccountant, the Data Users' Guide describes the kinds of 
information about postsecondary education that can be derived from institutional 
financial data. Included are: 

1 . A description of fund accounting in higher education 

2. A discussion of the relationship between accounting data and programmatic 
financial data 

3. A guide to the implementation of the HEFM guidelines at the state level 

4. A guide to the implementation of the HEFM guidelines at the institutional 
level 

The Source/Use Concept describes the principles included in presenting finan- 
cial information in a format showing where money comes from (sources) and 
where it goes (uses). Included are: 

1. A general description of the source/use concept / 

2. Suggestions about ways to develop source/use formats for analysis and 
communication 

3. A description of the standard source/use matrix and its lises as a supple- 
mentary financial statement 

4. A guide to implementation 

Portions of the Higher Education Finance Manual series have been reviewed 
by NCHEMS staff, the task force of the HEFMISLTA project, individuals in its 
pilot-test states, a network representing the state-level postsecondary-education 
finance community, and a joint NCHEMS/NACUBO committee on the Guide- 
lines of the Joint Accounting Group . Since much of the material was drawn from 
the first edition HEFM, the Task Force has reviewed those portions of 

the document as well. 
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Introduction 



Institutions of postsecondary education regularly provide financial information to 
a variety of publics. They prepare annual financial reports for administrators^ the 
political authorities/ state agencies^ the institutional community^ and the general 
public; Moreover^ public institutions usually report financial information to the 
state as part of the annual or biennial budgetary process. Finally^ all institutions 
report financial data to the federal government as part of the Higher Education 
General Information Survey (HEGIS). 

In past years^ this broad set of demands for financial information led to a 
multiplicity of formats and created a substantial reporting burden for institutions. 
For this reason^ the National Center for Higher Education Management Systems 
(NeHEMS)y the National Association of College and University Business Officers 
(NACUBO)^ and the American Institute of Certified Public Accountants (AICPA) 
formed the Joint Accounting Group (JAG) in 19735 with funding from and partici- 
pation by the National Center for Education Statistics (NCES). This group issued a 
report specifying guidelines for financial reporting that were subsequently incorpo- 
rated by NACUBO in College and University Business Administration^ by NCHEMS 
in the Higher Education Finance Manual^ by AICPA in its amendment to:^wrfiY5 of 
Colleges and Universities^ and in the HEGIS reports. The JAG report recommended 
^single national standard for financial reporting that could be used by institutional 
business officers^ state-level agencies/ auditors^ and the federal government. 

As the JAG guidelines were implemented^ it became apparent that the states 
were lagging behind institutions, auditors, and the federal government in adopting 



the guidelines. Therefore ) he reporting burden on institutions began increasing 
again as federal and institutional practice diverged from state practice. For this ; 
reason, NCES funded the -H^i^A^r Education Hwawc^ Mawwa/ZState-Level Technical 
Assistance (//EF^/SLTA) project at NCHEMS to help the states more quickly 
implement the JAG guidelines. 

Diiring the H£FM/SLTA project, it became apparent that to implement the 
guidelines in a manner consistent with national standards, state agencies 
as well as institutions needed more specific, comprehensive instructions than 
were currently available in any one source. Therefore NCES funded a project at 
NCHEMS to rewrite the Higher Education Finance Manual. The Data Providers' 
GwiW^, the first volume of the revised series, focuses on the problems of 

the data provider in reporting financial information according to national stan- 
dards. The intended audience for this document includes anyone responsible for 
reporting financial data. 

Part 1 of this book describes the current set of financial reporting guidelines 
in postsecondary education. Chapters in this part address principles of fund 
accounting, each of the main three financial statements (the Balance Sheet, the 
Statement of Changes in Fund Balances, and the Statement of Current Funds 
Revenues, Expenditures, and Other Changes), the standard revenue-reporting 
categories, and the standard expenditure-reporting categories and subcategories. 
The discussion of the expenditure categories also includes a detailed activity look- 
up table to aid in the assignment of activities to expenditure categories. Part 2 is a 
glossary of financial reporting and accounting terms. 
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Part 1 



Financial Reporting 



The accouriting profession and the postsecondary-education community have 
established guidelines for collecting and reporting financial records by institutions 
of postsecondary education. Like comparable guidelines in other industriesj they 
are known as generally accepted accounting principles (GAAP). Although institu- 
tions are not absolutely required to keep their books in this manner/ GAAP must 
be followed if a private auditor is to give an unqualified audit report, if the institu- 
tional business officer is to comply with professional-association standards, and if 
the institution is to report financial data in accord with national standards. 

Generally accepted accounting principles for postsecondary education are 
siuthoniatiwdy dtfmtd in Audits (AICPA IQTS), as 

modified by Statement of Position 74-8 (AICPA 1974), commonly known as the 
Audit Guide. Industry audit guides prepared by the AICPA have the endorsement 
of the accounting profession and are considered, for financial accounting purposes, 
the authoritative documents in the field. The conventions in the Audit Guide 
were endorsed by the higher-education community. 

Another important document is College and University Business Administration 
(NAGUBO 1974), commonly known as the CCZB^ manual or, iu its loose-leaf ver- 
sion, as the ^^c/w/wwrrarzW^^w document (among other things) describes 
GAAP for the college or university business officer and sets forth the professional 
standards of NAGUBO for the business and finance functions. 

Since this part of the //£FM;Z)flrfl Providers' Guide focuses on the role of the 
data provider, only the provisions of GAAP related to financial reporting are 



discussed; If da^ providers follow the reporting guidelines described in this sec- 
tion, they can be assured of compliance with GAAP and of providing accurate 
reports for HEGIS purposes. 

Chapter I describes general principles of fund accounting for postsecondary 
education. Chapters 2, 3, and 4 describe the three basic financial statements used 
in postsecondary education: the Balance Sheet, the Statement of Changes in Fund 
Balances, and the Statement of Current Funds Revenues, Expenditures, and 
Other Changes. Chapters 5 and 6 describe the standard revenue and expenditure 
categories. 



Principles of Fund Accounting 



Background 

Financial reporting discloses information about the operations and financial status 
of an enterprise to its various internal and external publics. The essential purpose 
of this disclosure is to promote accountability of the management of the enterprise. 
Standards for financial reporting are specified to ensure full disclosure of all perti- 
nent facts and standardization sufficient for meaningful comparisons. This principle 
of financial reporting is universal, regardless of whether the enterprise is educa- 
tional, governmental, nonprofit, or commercial. However, since the nature and 
objectives of enterprises differ depending on their purpose, different principles 
have been developed for different sectors. 

The principles for the postsecondary-education sector are heavily influenced 
by the nonprofit nature of the enterprise. Since a postsecondary-education institu- 
tion exists to serve a range of public needs (instruction, research, and public service) 
lather than to generate profits, its financial reporting structures focus on those 
services raTfecrthari on in the commercial sector. 

The uniqui^ reiatioiiship between revenues and expenditures is a second factor 
of importance in financial reporting for postsecondary education. In the commer- 
cial sector, products are purchased by identifiable consumers. However, in 
postsecondary education the ^'products'' (instruction, research, public service) are 
paid for from a number of sources (private gifts, tuition, governmental appropria- 
tions), each contributing to part of the total cost. The persons or agencies providing 



the revenues are not necessarily the direct beneficiaries of the services (for example, - 
donors usually receive no goods or services in return for their gifts). In commercial 
enterprise any monies received from the sale of products can be used for any pur- 
pose deemed necessary by the organization? However, in postsecondary education, 
various limitations may be placed on funds received by the institutions. Funders 
can, and often do, stipulate the specific uses for the funds they provide. In accept- 
ing such funds, the institution agrees to the limitations placed on their use. 

These characteristics of postsecondary education— its nonprofit nature and 
the unique relationship between revenues and expenditures— had a profound effect 
on the principles of financial reporting for postsecondary education. These basic 
principles relate to one of the following seven factors: 

• The basis of accounting 

• The fund groups 

• The restriction categories 

• The reporting of assets, liabilities, and fund balances 

• The. reporting of additions and revenues 

® The reporting of deductions and expenditures 

• The reporting of transactions between funds and organizational units 
This chapter deals separately with each of these aspects of financial reporting. 



Basis of Accounting 

Generally accepted accounting principles for postsecondary education specify 
that the accrual basis should be used in preparing financial reports. Accrual 
accounting (1) records revenues v/htn they are earned (that is, when the conditions 
upon which the monies were accepted have been fulfilled) and (2) records 
penditures during the fiscal period in which the activities they support take place. 
In contrast, the cash basis of accounting records receipts as revenues when the 
monies are physically received and records disbursements as expenditures when 
the money is actually spent. 

According to accrual accounting, restricted revenues (those with legal obliga- 
tion to be spent in a specific way) are only earned and reported when they have 
been expended for the purpose specified by the funder. Although such financial 
resources may be received by the institutions and added to fund balances, they are 
wor reported as revenues until the conditions attached to them are fulfilled (that is, 
until they are expended). Since they have no conditions attached and are available 
for use immediately, unrestricted revenues are reported as soon as they are earned. 

For expenditures, the fiscal period whose activities are supported by a par- 
ticular expenditure must sometimes be determined. When expenses, such as 
insurance, are prepaid or when supply inventories are increased in preparation for 



the coming fiscal period, the expenditures should be reported in subsequent fiscal ; 
periods, not in the fiscal period in which the fiinds were actually disbursed. 

The rule of materiality applies to reporting both revenues and expenditures. 
That is, exceptions to following the accrual principle can be made when they will 
not significantly affect the resulting financial report. For example, an institution 
strictly following the accrual principle should calculate the value of all inventories 
of supphes to be used in the following fiscal period and assign their costs to that 
period. Technically, this principle would have the institutions include the value 
of supplies in faculty members' offices. However, this calculation would be diffi- 
cult and its impact on the financial report trivial. Accordingly, this accrual would 
not be deemed material, and the financial report would only adjust for prepaid 
inventories in institutional warehouses/stores. 

However, two material modifications to strict accrual accounting are recognized 
and considered consistent with generally accepted accounting principles for post- 
secondary education. First, no accounting for depreciation is required (although it 
is allowed). It is general practice in commercial enterprise to depreciate capital 
assets over their useful life, charging some portion of the value of the assets to 
each fiscal period in which they are used. In postsecondary education, however, 
since capital assets are often financed outside of current operations (in the Plant 
Fund), depreciation concepts are not generally used. Second, expenditures and 
revenues associated with an academic term conducted beyond a fiscal year-end are 
reported rora/Zj' within the fiscal year in which the term is predominantly con- 
ducted. This exception to strict accrual accounting is primarily applicable to the 
reporting of expenditures for special or summer sessions. 

Many institutions encumber funds at the end of a fiscal period. An encumbrance 
is an obligation incurred in the form of an order or contract on which goods ' 
not yet been received. This is not reported as an expenditure, sir vk; nave 
not been received and used. Obligations of this nature may be indicated by a 
subdivision of a fund balance. 

It should be noted that many institutions report financial information on an 
accrual basis even when they are required by state law to account for funds on a 
cash basis. Since the purpose of financial reporting is to disclose information 
according to a particular set of guidelines, this is an acceptable practice as long as 
sufficient information is maintained in institutional records to convert to the 
accrual basis. 

The Fund Groups 

The generally accepted accounting principles for fund accounting in higher 
education recommend the use of six fund groups for financial reporting: the 
Current Funds group, the Loan Funds group, the Endowment and Similar Funds 



group, the Annuity and Life Income Funds group, the Plant Funds group; and 
the Agency Funds group. Each group is an aggregation of individual institutional 
funds that have certain characteristics in common and are combined for financial 
reporting. Each fund group and its defining characteristics is described below: ; 

Current Funds Group. The Current Fund includes those economic resources 
of the institution that are expendable for the day-to-day operations of the insti- 
tution. For reporting purposes, the Current Fund is generally divided into 
unrestricted (available for any purpose determined by the governing board) and 
restricted (available within the Current Fund only for a specified purpose deter- 
mined by an outside funder). 

Loan Funds Group. The Loan Fund consists of those resources that have been 
loaned or are available for loans J-o students, faculty, and staff. Often unrestricted 
and restricted loan funds are reported separately. The Loan Fund operates on a ^ 
revolving basis whereby the funds, both principal and interest, repaid by the bor- 
rowers are made available to new borrowers. 

Endowment and Similar Funds Group. The Endowment and Similar Funds 
group includes funds whose principal is intended to be invested to provide current 
and future earnings for institutional use. The Endowment and Similar Funds 
group is usually reported in three subgroups: 

L Endowment Funds— for which donors or outside agencies have stipulated 
as a condition of the gift that the principal always be retained to be invested 
to produce income for the institution. 

2. Term Endowment Funds— for which the principal must be retained to be 
invested to produce income for the institution, except that upon the passage 
of a stated period of time or the occurrence of a particular event, all or part 
of the principal may be expended. Once the term expires, the funds may be 
used either subject to board designation or for some purposes previously 
stipulated by the donor. 

3. Quasi-Endowment Funds (or Funds Functioning as Endowment)— which 
the governing board of an institution rather than an external donor has 
determined should be retained and invested to produce income. Since those 
funds are not required by the donor to be retained and invested, the principal 
as well as the income may be expended at the discretion of the governing 
board, subject to any other donor-imposed restrictions, for example, that 
funds must be expended on behalf of the Law School. 

Annuity and Life Income Funds Group. Tht Annuity and Life Income Funds 
group includes all funds carrying a stipulation that the institution make payments 
to one or more specified beneficiaries (usually the donor). If the institution is 
obligated to pay the beneficiary a stipulated amount, the fund is classified as an 
Annuity Fund. If the institution agrees to pay only the income earned by the 
assets of the fund or a stipulated percentage of its market value, it is classified as a 



Life Income Fund. Upon the death of the beneficiary, or at some agreed-upon- 
date, the principal of the Annuity or Life Income Fund becomes the property of 
the institution and is then available for use at the discretion of the institution or in 
accordance with the terms pf the agreement. Annuity and Life Income Funds may 
be reported as part of the Endowment and Similar Funds group if their amounts 
are not material. If they are reported in this way, the Annuity and Life Income 
Funds are reported as a separate subgroup of Endowment and Similar Funds. 

Plant Funds Group. The Plant Fund includes all of the physical-plant assets of 
the institution as well as the monies that are set aside for new construction or 
acquisitions, debt service on plant, and renewal and replacement reserves. This 
fund group is generally reported in four subgroups: 

1. Unexpended Plant Funds— includes funds that are available for new con- 
struction and acquisitions of physical property but that are unexpended as 
of the reporting date 

2. Funde for Renewal and Replacement— includes. funds set aside for the reno- 
vation and improvement of institutional properties; this subgroup does not 
include funds used for the ordinary maintenance and repair of institutional 
properties— such expenditures are reported in the Current Fund 

3. Funds for Retirement of Indebtedness— includes funds set aside to payoff 
the debt, both principal and interest, on institutional properties 

4. Investment in Plant— includes all funds invested in physical properties and 
the outstanding debt, on physical plant 

Agency Funds Group. Th^ Agency Fund includes all funds for which the 
institution acts as the custodian or fiscal agent but does not own. Acting as the 
fiscar agent usually involves providing accounting services for the owner of the 
funds. When the purpose of a particular report or financial statement is to disclose 
the total resources available for use by the institution, agency funds are excluded 
or simply footnoted. 

Restriction Categories 

Postsecondary-education institutions receive monies from many sources with 
various kinds and levels of limitations on their use. Since an institution accepts 
many of these financial resources with conditions on their use, the institution 
must account for each restricted revenue separately and link it to its expenditures 
for the specified purpose. For financial reporting, funds are aggregated into 
wwmfncre^ and resmcre^ categories in each fund group. Unrestricted funds are 
sometimes further subdivided into ww^^sz^g^wa^^cf and designated Yvrnd^^ depending 
on determinations made by the governing board of the institution. 
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RESTRICTED FUNDS 

; Restricted funds are those accepted by the institution on the. condition that 
they be used for a specified purpose. Upon accepting restricted funds, the institu- 
tion is legally bound to use the funds for the specified purpose or to refund them. 
Funds may be restricted in any number of ways. 

Restricted Current Funds are those available to be expended for operating pur- 
poses but limited to certain purposes by the funder. When funds are limited in 
their use to support particular functions (instruction, research) or a particular 
organizational unit (College of Arts and Sciences, Law School), they are reported 
as restricted funds. State appropriations are generally not reported as restricted 
funds, even though the legislature may appropriate funds to functions or organi- 
zational units and in some cases may actually control expenditures at this level. 

Restricted Loan Funds are those funds that according to the conditions specified 
by the funder may only be used for student, faculty, or c^tafF loans. Tiiat is, they 
are restricted~to this particular fund group. They may/be further restricted to 
providing particular kinds of loans (short-term) or to providing loans to particular 
kinds of students (those with family incomes under $15,000). 

The Endowment and Similar Funds group may also have funds restricted in a 
variety of ways. The Endowment Funds subgroup includes only those funds 
whose donors required that the principal be retained; that is, that they be restricted 
to this fund group to be invested to produce income. However, the income {v^hicYi 
can be expended) from investments in this fund subgroup may or may not be 
restricted to particular functions or organizational units. 

The principal oi Term Endowment Funds is likewise required to be retained 
to be invested to produce income, that is, to be restricted to this fund subgroup, 
but only for the specified period of time or until the occurrence of a specified event. 
Following the expiration of the term, funds from this subgroup may be expended. 
The income from this subgroup, as well as the principal, subsequent to the expira- 
tion of the term endowment, may be subject to additional restrictions to functions 
or organizational units. In recent years, the notion of the retention of the principal 
of Endowment or Term Endowment Funds has been undergoing change. A total- 
return concept has been evolving that essentially provides for the use of capital 
gains, or some portion thereof, in addition to the investment income (interest and 
dividends). Such capital gains are expendable and therefore can be transferred 
from the Endowment and Similar Funds group. Generally accepted accounting 
principles do not prohibit such an approach but do require that the adoption of the 
total-return policy be disclosed in the financial report using specific reporting 
procedures. Capital gains used should be reported as Transfers (from the Endow- 
ment Fund to the Current Fund or other fund groups) rather than as revenues to 
those funds. This serves to distinguish capital gains from the traditional concept 
of endowment income. A detailed discussion of the total-return concept may be 
found in the Audit Guide (1973, pp. 37-41). 
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Quasi-endowments are, by definition, not restricted to this fund group, 
; although the incorne frorn quasi-endowments may be restricted to a particular 
fiinction or organizational unit. 

: Resources of Annuity and Life Income Funds are, by definition, restricted to that 
fund group for the period of the agreement. The institution is required to retain 
the principal of such funds in order to provide the agreed-upon payments to the 
beneficiary. When the period covered by the agreement expires, the funds are no 
longer restricted to this fund group but may be restricted by provisions of the initial 
agreement to another fund group (such as the Endowment Fund), to a particular 
function, to a specific organizational unit, or to a combination of the three. The 
income from Annuity and Life Income Funds is at least partially restricted in that 
the beneficiary must be paid the stated amount. If income beyond the payment to 
the beneficiary is available, it may be restricted or unrestricted, depending upon 
the agreement with the donor. 

The Plant Fund may also include restricted funds. Such funds include those 
accepted for constructing, acquiring, or renovating physical facilities in generator 
for use on a particular physical facility. 

Agency Funds are considered neither restricted nor unrestricted, since the 
institution does not own such funds. 

UNRESTRICTED FUNDS 

Unrestricted funds are those received without any stipulation of their use by 
the funder. All unrestricted revenues should be reported as unrestricted Current 
Funds upon receipt. The institution may expend (or not expend) them in any fund 
group, for any function, and in any organizational unit. However, unrestricted 
funds may be designated hy lht institution's governing board for a particular pur- 
pose. Although designated funds share many characteristics with restricted funds, 
for financial reporting they are shown as unrestricted funds, since the governing 
board has the discretion to redesignate these funds at any time. Funds may be 
designated in all the ways that they may be restricted; the only distinction is that 
; restrictions are imposed by the fiinder, while designations are imposed by the 
institution itself, that is, by the governing board. Designated funds may be 
reported separately in those fund groups where they occur. 

Assets, Liabilities, and Fund Balances 

Assets, liabilities, and fund balances are reported to disclose information 

about institutional financial status at a point in time, usually at the end of the 
fiscal period. The primary financial report in which these items are reported is the 
Balance Sheet, although fund balances are also reported in the Statement of 
Changes in Fund Balances. Assets, liabilities, and fund balances are reported 



separately for each fund group (except for the Agency Fund group), often for 
restricted and unrestricted funds within a fund group, and, in some cases, for 
fund subgroups. 

In the Current Fund group, assets include such items as cash, short-term 
investments, accounts and notes receivable, inventories, prepaid expenses, and 
deferred charges, while liabilities include accounts and notes payable, accrued 
liabilities, deposits j and deferred revenues. Usually, assets and liabilities are 
separately identified for restricted and unrestricted Current Funds. When restricted 
and unrestricted assets are combined for reporting purposes, as they sometimes 
are, any borrowing between the two should be noted in the financial statement. 
However, fund balances should always be reported separately for restricted and 
unrestricted Current Funds. Fund balances for restricted Current Funds include 
restricted incomes from Endowment Funds, the remaining portion of gifts re- 
stricted to particular operating purposes (such as scholarships), the remaining 
portions of grants or contracts received to perform specific activities, and appro- 
priations restricted to particular purposes. Unrestricted fund balances are that 
portion of the Current Fund balance with no such restrictions. 

The assets of the Loan Funds group include cash, notes receivable, and tem- 
porary investments of cash available for loans. The value of notes receivable 
should be calculated at the face value (including both principal and interest) less 
an allowance for uncollectible, loans. Liabilities of the Loan Fund include 
amounts due for collection fees, amounts due for administrative costs, and amounts 
due as re:furids. Fund balances are reported separately for restricted funds, which 
the institution may use only for loans, and unrestricted funds, which the institution 
may use for other purposes. In some cases, financial statements will separate 
monies available for loans to students from monies available for loans to faculty or 
;stafF.: . 

Assets of Endowment and Similar Funds consist primarily of cash and invest- 
ments, including marketable securities, real estate, patents, copyrights, royalties, 
and so forth, but may also include other types of assets. Liabilities of Endowment 
Funds include any indebtedness charged against the above assets. Fund balances 
are generally reported separately for each subgroup (Endowments, Term Endow- 
ments, Quasi-Endowments, and Annuity and Life Income Funds, if they are 
reported here). 

Assets in the Annuity and Life Income Fund group include cash and invest- 
ments. Liabilities include the actuarial expected value of the payments of Annuity 
Funds to beneficiaries and the payments owed to beneficiaries of Life Income 
Funds. Annuity Fund balances are reported as the difference between the value of 
the assets and the payments to be made under the terms of the annuity agreement, 
not as the total resources of annuity funds held by the institution. Life Income 
Fund balances are reported as the excess of the assets of Life Income Funds less 
any liabilities. 
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Plant Fund assets include cash, investments, accounts and notes receivable, 
aniounts due froni other fund groups, funds on deposit with others^ land, buildings, 
other improvements, and equipment owned by the institution. Purchased assets 
are Valued at cost and donated assets at the market value when given. Estimated 
appraisals may be made if adequate historical costs are not available. The method of 
valuation should be noted in the financial statements. Liabilities include accounts 
payable, bonds, notes and mortgages payable, and amounts due to other funds. 
Assets and liabilities are usually reported separately for each subgroup within the 
Plant Funds group. Fund balances should be reported separately for each sub- 
group, and restricted fund balances reported separately in the subgroup in which 
they belong, usually Unexpended Plant Funds. Fund balances in the Unexpended 
Plant Funds subgroup, the Renewal and Replacement subgroup, and the. Retire- 
ment of Indebtedness subgroup represent reserves held for the particular purposes 
of the subgroup. Fund balances in the Investment in Plant subgroup represent the 
net investment of the institution in plant. 

Agency Fund assets include cash, investments, and amounts receivable. Its 
liabilities are primarily amounts owed to the individual or organization for which 
the institution is acting as fiscal agent. 

Additions and Revenues 

Additions are the new resources made available to an institution during a 
specific period, usually a fiscal year. They represent the flow of financial resources 
into :the fund groups of the institution and are reported separately for each fund 
group. Additions are distinct from transfers from one fund group to another. 
Restricted and unrestricted additions are reported separately. The Statement of 
Changes in Fund Balances reports the additions to all fund groups by source. 

The term revenues is used only in the Current Funds group. Revenues include 
all unrestricted monies accepted during the reporting period and those restricted ■ 
funds expended for operating purposes during the reporting period. On the other 
hand, the ttrm additions ^ppli^s to all fund groups. The two concepts differ 
because the accrual basis of accounting stipulates that revenues should be 
reported only when earned. Therefore all unrestricted monies are reported as 
revenues in the Current Fund as soon as they are accepted by the institution. 
However, refitricted fund^ are not earned until the terms of the agreement under 
which they were given arc, met, that is, when they are expended for the specified 
purpose. Moreover, not all restricted monies are received for purposes reflected in 
the Current Fimds group. Thus when they are physically received, restricted funds 
arcj reported as additions to the appropriate fund group in the Statement of 
Changes in Fund Balances. However, they are reported as revenues only if they 
are restricted in the Current Fund and not until they have been expended in ac- 
cordance with the restriction. 



The categories normally used to report additions in all fund groups are: 

• Tuition and Fees 

• Governmental Appropriations 

• Governmental Grants and Contracts 

• Private Gifts, Grants, and Contracts 

• Investment Income 

• Net Realized Gains on Sale of Investments 

• Sales and Services of Educational Activities 

• Sales and Services of Auxiliary Enterprises 

• Sales and Services of Hospitals ^ . 

• Other ' 

Definitions of these categories may be found in chapter 3. 

The categories normally used for reporting revenues in the Current Fund are: 

• Tuition and Fees 

• Governmental Appropriations— Federal 

• Governmental Appropriations— State 

• Governmental Appropriations— Local 

• Governmental Grants and Contracts— Federal 

• Governmental Grants and Contracts— State 

• Governniental Gfrants and Contracts— Local 

• Private Gifts, Grants, and Contracts / ; 
« Endowment Income 

• Sales and Services of Educational Activities 

• Sales and Services of Auxiliary Enterprises 

• Sales and Services of Hospitals 

• Other Sources 

• Independent Operations 

Definitions of these categories are found in chapter 5. 

In the Current Fund, additions include all restricted and unrestricted resources 
received by the institution during the reporting period. Restricted additions include 
restricted gifts for specific operating purposes, restricted endowment income 
distributed, grants and contracts from private organizations or governments for 
specified purposes, and income from investments of restricted Current Funds. 
Restricted and unrestricted additions are reported separately. Unrestricted Current 
Fund revenues are identical to unrestricted additions, but restricted additions differ 
from restricted revenues, as already noted. 

Additions to the Loan Fund include gifts, bequests, and government advances 
restricted to use for loans or interest on loan notes; income from Endowment 
Funds whose earnings are restricted to use for loans; and income and capital gains 
on investment of Loan Funds. Restricted and unrestricted additions are often 
reported separately. 
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Additions to the Endowment and Similar Funds group include new gifts or 
bequests restricted to endowment/ income added to principal as provided in the 
gift instrument, and capital gains of the fund group. Income earned by Endowment 
and Similar Funds if distributed is not treated as an addition to this fund group 
except as noted above, but as an addition to the fund group (usually the Current 
Fund) for which the invested endowment funds are expected to provide income. 

In the Annuity and Life Income Fund group, additions include new gifts in 
excess of the actuarial present value of an annuity fund, recomputation of the 
actuarial liability of an annuity to reflect a lowered life expectancy of the bene- 
ficiary, new gifts to life income funds, and gains on investments. 

Additions to the Plant Fund include: (1) the net proceeds from sales of physi- 
cal properties (after the liquidation of any liabilities); (2) student fees that are 
assessed for debt service or plant expansion in a manner that creates an obligation 
equivalent to an externally imposed restriction, for example, when an institution 
represents to use certain fees for the retirement of a specific debt or a particular 
construction project; (3) gifts, grants, and appropriations restricted to physical- 
plant purposes; (4) income and gains from the investment of plant funds; and 
(5) direct gifts of physical-plant assets (library books, equipment). Additions in the 
Plant Fund are reported by subgroup and in some cases may constitute a conver- 
sion of assets from some other fund group to the Investment in Plant subgroup. 
This occurs, for example^, when Unexpended Plant Funds are used to build a 
facility or when Current Funds are used to buy capital equipment, thereby adding 
to the total value of Investment in Plant. {Note: This is an exception to the general 
principle that additions reflect net increases in the resources of the institution as 
a whole.) 

Deductions and Expenditures 

Deductions and expenditures are the resources that flow out of the fund groups 
of the institution during the reporting period, usually a fiscal year. Only outflows 
of resources from the institution as a whole are considered deductions or expendi- 
tures; transfers between fund groups are excluded. Deductions and expenditures 
are reported separately for each fund group and for restricted and unrestricted 
funds. The Statement of Changes in Fund Balances reports deductions for all 
fund groups, while the Statement of Current Funds Revenues, Expenditures, and 
Other Changes reports only expenditures and transfers for the Current Funds 
group. The categorizes most frequently used to report deductions in the Statement 
of Changes in FuiSd Balances include: 



1. Gifts assigned to quasi-endowments should be shown as transfers, not additions, Jince they represent 
unrestricted funds assigned to this fund group by the governing board. 
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• Current Fund Expendimres 

• Loan Cancellations and Write-offs 

• Expenditures for Plant Facilities 

• Debt Service 

• Expired Term Endowment 

• Other 

Definitions of these deduction categories may be found in chapter 3. 

In the Current Fund, deductions include all expenditures attributable to the 
reporting period, refunds to donors and grantors of restricted funds, and losses on 
investments of the Current Fund. Deductions are reported separately for restricted 
and unrestricted funds. 

Current Fund Expenditures represent a particular kind of deduction. They 
. may be reported as a single figure in the Statement of Changes in Fund Balances 
but are reported separately in the Statement of Current Funds Revenues, Expen- 
ditures, and Other Changes. The standard categories used to classify Current 
Funds Expenditures are: 

1 . Educational and General 

• Instruction 

• Research 

• Public Service 

• Academic Support 

• Student Services 

• Institutional Support 

• Operation and Maintenance of Plant 

• Scholarships and Fellowships 

2. Auxiliary Enterprise 

3. Hospitals 

4. Independent Operations 

As shown above^ Current Fund Expenditures, except those for A.uxiliary 
Enterprises, Hospitals, and Independent Operations, are grouped and described 
as Educational and General Expenditures. In the Statement of Current Funds 
Revenues, Expenditures, and Other Changes, transfers are usually reported with 
the expenditures subtotal for each of the major expenditure groupings: Educational 
and General, Auxiliary Enterprises, Hospitals, and Independent Operations. 

In the Loan Funds group, deductions include losses on investments of loan 
funds, write-offs of, or provisions for, uncollectible loans (including some loans 
forgiven under certain provisions by the funder), administrative and collection 
costs, and refunds to grantors of restricted funds. (Note: Somt Loan Fund agree- 
ments may require that principal and/or interest be returned to the grantor.) 
Restricted and unrestricted deductions are usually reported separately. 
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In the Endowment and Similar Funds group, deductions include capital or 
investment losses of these funds. Since the principal in this fund group is required 
to be retained in perpetuity (for endowment funds), until a specified term is com- 
pleted (for term endowments), or until redesignated and transferred (for quasi- 
endowments), there are no additional deductions other than transfers for this fund 
group. Even the appropriation of capital gains under the total-return concept is 
treated as a transfer. The deductions are reported separately for each fund subgroup. 

Deductions from the Annuity and Life Income Fund group include changes 
in the actuarial liability to the beneficiaries of annuity funds due to reductions in 
life expectancy and losses on investment of either life income or annuity funds. 
Terminations of annuity and life income funds are treated as a transfer to unre- 
stricted Current Funds or to a fund group specified by the donor. 

In the Plant Fund, deductions include losses on investments of plant funds, 
fund-raising expenses for building campaigns, payments on principal and interest 
of debt, trustee fees, and disposal, abandonment, or loss of physical-plant assets. 
Also, deductions representing conversion from one type of plant asset to another 
can be reported in Plant Fund subgroups. For instance, when monies from the 
Unexpended Plant Funds subgroup are used to construct a building, a deduction 
is reported in that subgroup along with a corresponding addition to the Invest- 
ment in Plant subgroup. Plant Fund deductions are normally reported separately 
for each subgroup and for restricted and unrestricted funds. 

Interfund Transactions 

Interfund transactions are basically of two kinds: loans and transfers. Inter- 
fund loans advance resources from one fund group to another with the intention 
of eventually returning the resources to their original fund group. Within the 
Umits of prudent financial management, funds may be loaned from any fund 
group to any other or from any restriction category to any other, unless specifically 
prohibited by the agreement accepting the funds. There are only two reporting 
requirements for loans. Any outstanding loans at the date of the report must be 
shown on the Balance Sheet as due to or due from another fund. In addition, any 
interest received or paid on interfund loans must be shown on the Statement of 
Changes in Fund Balances and/or the Statement of Current Funds Revenues, 
Expenditures, and Other Changes as revenue or expenditures. 

Transfers permanently move resources from one fund group to another. Funds 
may not be transferred from one restriction category to another except in special 
cases, as noted in the following paragraphs. They may be either mandatory trans- 
ferSy which include all transfers from the Current Fund to other fund groups to 
meet a binding legal obligation, such as debt service or required matching funds, 
or nonmandatory transfers, which are made at the discretion of the institution's 
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governing board and can represent transfers from any fund group to any other. 
Transfers are reported both' in the fund group where the monies originate and in 
the fund group to which they are transferred. Since no resources are gained or lost 
by the institution as a whole, the total of all transfers must always equal zero. 

Transfers out of the Current Fund include mandatory transfers to the Plant 
Fund for debt service on educational plant, auxiliary-enterprises plant, and hospital 
plant, as well as mandatory transfers to the Loan Fund to match federal (and 
other) loan funds« Nonmandatory transfers from the Current Fund may also be 
made. Often an institution's governing board will determine that unrestricted 
monies should be used for some purpose other than current operations, such as 
quasi-endowments, plant, or student loans, and will designate the monies for that 
purpose. In such a case, an institution should report unrestricted revenue in the 
unrestricted Current Fund when it is accepted and then make a transfer to the 
appropriate fund group. (Unrestricted revenue should be reported only to the 
Current Fund upon acceptance by the institution.) These board-determined desig- 
nations may, of course, be removed at any time and the resources transferred back 
to the unrestricted Current Fund. Similarly, monies restricted to a particular 
function or organizational unit but not to a particular fund group should be 
reported as an addition to the restricted Current Fund from which the monies 
may be expended, or, if the institution so desires and the agreement accepting the 
funds allows, the monies may be transferred to other fund groups. For example, 
monies restricted to use for the Law School may be transferred to the Endowment 
and Similar Funds group and designated as a quasi-endowment, as long as the in- 
come of the quasi-endowment is used for the Law School. 

Unrestricted Loan Funds may be transferred to other fund groups at the dis- 
cretion of the governing board of the institution. Monies restricted to the Loan 
Fund group may not be transferred except when the restriction lapses according 
to the terms of the original agreement. Any transfers should be noted in both the 
providing fund group and the receiving fund group. 

Transfers from the Endowment and Similar Funds group to other fund 
groups can occur in each of the fund subgroups. Since monies in the Endowment 
Funds subgroup are restricted to this fund group, they normally may not be trans- 
ferred. However, if the total-return concept is used, any appropriation of capital 
gains for purposes other than endowment should be reported as a transfer rather 
than as a revenue in the receiving fund group. Term endowments, like true endow- 
ments, are restricted to the Endowment and Similar Funds group until the term is 
completed. The resources must then be transferred to another fund group specified 
in the original agreement or to the Current Fund. If the governing board so 
chooses, it can redesignate the monies to another fund group or transfer the 
monies back to the Endowment and Similar Funds group as a quasi-endowment. 
Quasi-endowments may be transferred at the discretion of the governing board of 
the institution to any other fund group. 



Annuity and Life Income Funds are transferred to other fund groups only 
when the terms of the agreement have been fulfilled and it is terminated. A transfer 
should then be reported to the fund group specified by the donor, or in the absence 
of such a specification, to unrestricted Current Funds, even though it may later be 
designated by the governing board to another fund group. 

Transfers from the Plant Fund are reported when unrestricted fund balances 
are redesignated by the governing board to another fund group. Since the Plant 
Fund is often reported by subgroups, transfers should be reported when resources 
are transferred from one subgroup to another, such as redesignation of a fund 
balance from Unexpended Plant Funds to Funds for Renewal and Replacement. 
The purchase of physical-plant assets, that is, the conversion of assets from the 
Unexpended Plant Funds subgroup to assets in the Investments in Plant subgroup, 
is not reported as a transfer, but as a deduction from the Unexpended Plant Funds 
subgroup and an addition to the Investment in Plant subgroup. 
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The Balance Sheet 



Description 

The Balance Sheet describes the financial position of the institution at a particular 
point in time, usually the end of a fiscal period. This description is a "snapshot" 
of the resource levels of the institution. It does not show the flow of revenues and 
expenditures. Rather, it shows the assets and liabilities of the institution, as do 
Balance Sheets in the corporate sector. Information about the balance between 
assets and liabilities can indicate the financial strengths and weaknesses of an 
institution. 

Because an institution of higher education has fiduciary responsibility to 
many flinders who have placed different kinds and levels of requirements on the 
use of funds,^ Balance Sheet information is prepared for each self-balancing fund. 
For financial reporting, these many separate funds are aggregated into the fund 
groups described in chapter 1 (Current Funds, Loan Funds, Endowment and 
Similar Funds, Annuity and Life Income Funds, Plant Funds, and Agency Funds) 
and reported on a single Balance Sheet for the institution. 

Format 

Two basic formats are commonly used in preparing Balance Sheets for post- 
secondary-education institutions—the layered Balance Sheet and the columnar 
Balance Sheet. 
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Sample Educational Institution 



FIGURE 1 



Layered Balance Sheet 

June 30, 19 

wiih comparative figures al June 30, 19 



Assets 



Liabilities and Fund Balances 



Current Funds 



Unrestricted 

Cash 

Investments 

Accounts receivable) less allowance 

ofS18,000 both years.,. 

Inventories, at lower of cost (first-in, 

firsmt basis) or market 

Prepaid expenses and deferred charges . 

Total unrestricted 

Restricted 

Cash , 

Investments 

Accounts receivable, less allowance 



Unbilled charges 

Total restricted.. 

Total current funds 

Loan Funds 

Cash , 

Investments 

Loans to students, faculty, and staff, 
less allowance of $10,000 current 
year and $9,000 prior year , 

Due from unrestricted funds 

Total loan funds 

Endowment and Similar Funds 

, Cash.................. 

Investments , ,., 



Total endowment 



Current Year 


Prior Year 


., $ 210,000 


$ 110,000 


,. 450,000 


360,000 


.. 228,000 


175,000 


90,000 


80,000 


28,000 


20,000 


.. 1,006,000 


745,000 




101,000 


., 175,000 


165,000 


68,000 


160,000 


72,000 




.. 460,000 426,000 


., 1,466,000 


1,171,000 


30,000 


20,000 


100,000 


100,000 


550,000 


3o2,000 


3,000 




.. 683,000 


502,000 


.. 100,000 


101,000 


.. 13,900,(»0 


11,800,000 



Current Funds 

Unrestricted 



le 



Students' deposits 

Due to ote funds 

Deferred credits 

Fund balance 

Total unrestricted 
Restricted 

Accounts payable 

Fund balances 



Total restricted 

Total current funds 

Loan Funds 

Fund balances 

U.S. government grants refundable 
University funds 



14,000,000 



,901,000 



Unrestricted 

Total loan funds 

Endowment and Similar Funds 

Fundbalanccs 

Endowment .,,..,,,„,...,..,.,.,,. 

Term endowment..,,...,,., 

Quasi-endowraent-unrestricted... 

Quasi-endowment-restricled...... 

Total endowment and similar funds 



Current Year Prior Year 



30,000 
158,000 
30,000 
643,000 



,006,000 



14,000 
446,000 



460,000 



,50,000 

483,000 
150,000 



683,000 



$ 125,000 $ 100,000 
20,000 15,000 



35,000 
120,000 
20,000 
455,000 



745,000 



5,000 
421,000 



426,000 



1,466,000 1,171,0 



33,000 

369,000 
100,000 



502,000 



7,800,000 6,740,000 

3,840,000; 3,420,-000. 

1,000,000.; : : 800,000: 

1,360,000: :94l,00O' 

14,000,000 11,901,000^ 



Amiuity and Life Income Funds Annuity and Life Income Funds 

Annuity fiuidj Annuity funds 

Cash $ 55,000 $ 45,000 Annuities payable.., $ 2,150,000 $ 2,300,000 

Investments ,. 3,260,000 3,010,000 Fund balances 1,165,000 755,000 

Totalannuitykds 3,315,000 3,055,000 Total annuity funds 3,315,000 3,055,000 

Life income fiinds Life income fiinds 

Cash 15,000 15,000 Income payable 5,000 5,000 

Investments 2,045,000 1,740,000 Fund balances , 2,055,000 1,750,000 

Total life income fiinds 2,060,000 1,755,000 Total Efe income liinds 2,050,000 1,755,000 

Tfltalannuityandlifeincomefunds 5,375,000 4,810,000 Total annuity and life income funds 5,375,000 4,810,000 



Plant Funds Plant Funds 

Unexpended Unapended 

Cash 275,000 410,000 Accounts payable 10,000 — 

Investments 1,285,000 1,590,000 Notes payable 100,000 — 

Due from unrestricted current fiinds 150,000 120,000 Bonds payable 400,000 — 

Fundbalances 

Restricted. 1,000,000 1,860,000 

Unrestricted 200,000 260,000 

Total unexpended 1,710,000 2,120,000 Total unexpended 1,710,000 2,120,000 

Renewals and replacements Renewals and replacements 

Cash 5,000 4,000 Fundbalances 

Investments ' )50,000 286,000 Restricted.... 25,000 180,000 

Deposits with trustees 100,000 90,000 Unrestricted 235,000 200,000 

Due from unrestricted curreat fiinds 5,000 — — 

Total renewals and replacements 260,000 380,000 Total renewals and replacements ,. 260,000 380,000 

Retirtraent of indebtedness Retirement of indebtedness 

Cash..... 50,000 40,000 Fundbalances 

Deposits with trustees , 250,000 253,000 Restricted 185,000 125,000 

Unrestricted 115,000 168.000 

Total retirement of indebtedness. 300,000 293,000 Total retirement of indebtedness 300,000 293,000 

Investment in plant Investment in plant 

I^nd........... 500,000 500,000 Notes payable.., 790,000 810,000 

Und improvements „., 1,000,000 1,110,000 Bonds payable 2,200,000 2,400,000 ■ 

Buildings...,,.. 25,000,000 24,060,000 Mortgagespayable 400,000 . 200,000 

Equipment... , 15,000,000 14,200,000 Net investment in plant.... 38,210,000 36 ,540,000 

Library books.. 100,000 80,000 • ■ . . . 

Totalinvestmentinplant , 41,600,000 39,950,000 Total investment in plant ., 41,600,000 39,950,000 

Total plant fiinds,........,, , 43,870,000 42,743,000 Total plant liinds 43,870,000 42,743,000 . 

AgencyFunds AgencyFunds 

Cash.......... „. 50,000 70,000 Deposits held in custody for others ..... 110,000 90,000 ; 

Investments. 60,000 20,000 

Totalagencyfimds... 110,000 90,000 Totalagencyfiinds.,., ................. 110,000 90,000: , 



SOURCE: ili/MJ/www&ft/fe, section 5:7 (Washington, D.C.: NACUBO, 1974), pp. 2-3. 



mple Educational Institution FIGURE 2 

Columnar Balance Sheet 



June 30, 19. 



(In Thousands of Dollars) 


Current Funds 




Endowment and 
Similar Funds 


Annuity 
and Life 
Income Funds 


Plant Funds 


I Tn t>#>«t«^(*t»f1 




Loan 
Funds 


Unexpended 


Renewal and 
Replacement 


Retirement of 
Indebtedness 


Investmen' 
in Jriant 


Lsscts 

Cash 


210 


145 


30 


100 


70 


275 


5 


50 




Investments 


450 


175 


100 


13,900 


5,305 


1,285 


150 






Accounts Receivable 


228 


68 
















Inventories, Prepaid Expenses, etc. 


118 


72 
















Notes Receivable 






550 














Institutional Plant 


















41,600 


Interfund Borrowing— Due From 






3 






150 


5 






Deposits with Trustees 














100 


250 




Total Assets 


1,006 


460 


683 


14,000 


5,375 


1,710 


260 


300 


41,600 


iabilitiea 

Accounts Payable and Accrued Liability 


145 


14 








10 








Student Deposits 


39 


















Deferred Revenues 


30 


















Notes Payable 












100 






790 


Contracts Payable 










2.155 










Mortgages Payable 


















400 


Bonds Payable 












400 








Interfund Borrowing— Due To 


158 
















2,200 


Total Liabilities 


363 


14 






2,155 


510 






3,390 


und Balances 

For Current Operations— Unrestricted 


643 


















For Current Operations— Restricted 




446 
















Board Designated Funds 






150 


1,000 




200 


235 


115 




Restricted to Other Than Current Purposes 






533 


13,000 


3,220 


1,000 


25 


185 




Net Investment in Insiitulional Plant 


















38,210 i 


Total Fund Balances 


643 


446 


683 


14,000 


3.220 


1.200 


260 


300 


38,210 


Total Liabilities and Fund Balances 


1,006 


460 


683 


14,000 


5,375 


1.710 


260 


300 


41,600 



NOTE: There are many possible formats for a columnar balance sheet, of which this is one. The figures shown here are consistent with those in figure 1, although the 
categories arc slightly difTercnt, 
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The layered Balance Sheet comprises a series of mini-Balance Sheets, showing 
the assets, liabilities, and fund balance for each major fund group, displayed in a 
series of layers (see figure 1). Taken together, these mini-Balance Sheets form the 
institutional Balance Sheet. 

One of the advantages of the layered Balance Sheet, as seen in figure 1, is that 
for each item, it usually displays the figure for the prior year adjacent to the figure 
for the current year. For planning and management, this format provides the user 
with easily obtainable trend data for every item. Layered Balance Sheets can be 
prepared to show comparative data for each item for more than two years, or a 
series of layered Balance Sheets for successive years can be compared to show 
even longer-term trends. 

The primary advantage of the layered format for the Balance Sheet is that it 
tends to direct the user's attention to individual fund groups, thus emphasizing 
the intended, and the legally restricted, uses of the resources of the institution. 
It also enables the institution to show substantial detail about types of assets, 
liabilities, and fund balances for each fund group. However, it may be difficult to 
get an overall picture of the institution using this format. 

The columnar Balance Sheet (see figure 2) displays in separate columns for 
each fund group the same figures for the institution's assets, liabilities, and fund 
balances as are shown in the layered format in figure 1. It consolidates similar 
fund balances and distributes each type among the various fund groups. However, 
the actual fund balances for each fund group are the same in both types of Balance 
Sheet format. 



Definitions 

The following terms are used on the Balance Sheet. 
1 . Assets 

a. Cash. Includes the cash on hand, petty cash, and cash in bank accounts 
associated with each fund group. 

b. Investments. Includes marketable securities, real estate, patents, copy- 
rights, royalties, participations, and so forth. Investments purchased are 
reported in the financial statements at cost, and investments received as 
gifts are reported at the fair market or appraised value, at the date of gift, 
unless there has been an impairment of value not considered to be 
temporary. Investments in wasting assets, other than institutional plant, 
usually are reported net of allowance for depreciation or depletion. 
Premiums paid on interest-bearing obligations held as long-term 
investments should be amortized, and provisions should be made for the 
accumulation of discounts unless inappropriate because of default or 
quality of the bonds. As a permissable alternative, investments, exclusive 



of physical plant, may be reported in the financial statements at current 
market value or fair value, provided this basis is used for all investments 
of all funds. When using this alternative, unrealized gains and losses 
should be reported in the same manner as realized gains and losses are 
reported under the cost basis. (The financial report should state which of 
those methods is being used.) If the insl itution records investments on 
the Balance Sheet at cost, information should be included to show 
market value. Investments may be categorized further in a financial 
report as securities, real estate, and other investments. 

• Securities— includes bonds, notes, preferred stocks, and common 
stocks. 

• Real Estate— includes real property in which funds are invested for 
the purpose of producing income (usually a part of the Endowment 
Fund). Such properties may be acquired by gift, purchase, or fore- 
closure of mortgage notes. 

c. Pledges Receivable. Pledges may be reported in the Balance Sheet as a 
receivable, if of material amount and if an estimated net realizable value 
for such pledges can be computed. Net realizable value includes the 
present value of long-term pledges as well as reductions for any allowance 
for uncollectible pledges. Pledges of gifts, including uncollected sub- 
scriptions, subscription notes, and estate notes, will be disclosed in the 
notes to the financial report, unless they are reported in the financial 
statements themselves. The notes to the financial statements will disclose 
the gross amounts by time periods over which the pledges are to be 
collected and related restrictions, if any, as to use. (Note: The example 
Balance Sheets, figures 1 and 2, do not show any pledges receivable.) 

d. Accounts Receivable. Includes all amounts owed the institution for com- 
. pleted sales of goods and services. Governmental appropriations that are 

subject to release by a governmental officer for institutional use should 
be shown here and not under cash. Grants not yet funded and for which 
the institution has not yet performed services should not be considered 
assets to be accounted for in the financial statements. However, the total 
amount of such uncollected grant awards at the date of the Balance Sheet 
may be disclosed in the notes to the financial statements. Accounts 
receivable are shown at face value less an allowance for doubtful accounts. 

e. Notes Receivable. Includes all amounts owed on promissory notes (includ- 
ing student loans) by debtors. Notes receivable for logus should be 
carried in the Loan Fund group at face value less allowance for doubtful 
loans. Provisions for uncollectible loans should be charged to the equity 
account of the specific loan fund. 

f. Inventories. Includes merchandise for sale, including supplies and stocks 
in stores. Examples of the latter are office supplies, fuel, building 
supplies, and goods not yet charged as expense but carried in stock in: 
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general storerooms for future requisition or sale. Inventories are not 
charged as expense until used. Merchandise for sale includes such items 
as inventories of student stores, university presses, and food service. 

g. Prepaid Expenses and Deferred Charges, Includes that portion of operat- 
ing expenditures properly chargeable in a period subsequent to the date 
of the Balance Sheet. 

h. Institutional Plant. Includes land, land improvements, buildings, equip- 
ment, and library books. These subcategories of Institutional Plant are 
broken out separately in figure 1 (the layered Balance Sheet) and com- 
bined in figure 2 (the columnar Balance Sheet). 

i. Interfund Borrowing Due from Other Funds. Includes the amounts of 
funds loaned temporarily between fund groups (for example, unrestricted 
Current Funds loaned to the Plant Fund). Except for temporary advances, 
usually up to one year, the term of borrowings and repayments should 
be disclosed. 

j. Deposits with Trustees. Includes monies on deposit with trustees under 
bond indentures for the retirement of indebtedness. 
2. Liabilities. In keeping with accrual accounting, expenses incurred at the 
date of the Balance Sheet should be accrued, and the expenses applicable to 
future periods should be deferred. However, certain deferrals and accruals, 
such as investment income and interest on student loans, are often omitted. 
Nevertheless, the only basis for their omission should be that the omission 
does not have a raaterial effect on the financial statements. Encumbrances 
representing outstanding purchase orders and other commitments for 
materials or services not received as of the reporting date should not be re- 
ported as liabilities in the Balance Sheet but may be shown as a subdivision 
of a fund balance. 

a. Accounts Payable and Accrued Liabilities. Includes liabilities for goods 
received and other expenses incurred for which disbursements have not 
been made as of the date of the financial statement. Salaries and wages 
earned and unpaid are included in this category in the Current Fund.^ 
Amounts deducted from payrolls and not yet forwarded to proper agen- 
cies, such as income taxes withheld, social-security taxes, and retirement- 
annuity premiums, are shown here. 

Indebtedness incurred to finance plant acquisition, construction, 
and the like should be included in this category as a liability of the 
Unexpended Plant Fund subgroup until the proceeds of the indebted- 
ness are expended, at which time the expended amount and the related 
liability should be transferred to the Investment-in-Plant subgroup. 



2. Where faculty contracts are on an academic-year basis (September through August) with 12 monthly psyments to be 
made and the institution's fiscal year ends June 30, salaries for two months (July and August) shouSd be shown as accrued 
liabilities on the Balance Sheet. 
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b/Dfi-posrVs; Inciudes receipts that an institution may be r^^^ 
: in whole or in part. Examples are deposits for breakage, room-rental 

contracts, keys, library books, and reservations for admission to the 

institution or to the residence halls. 

c. Deferred Revenue/Credits. Includes payments, received by the institution 
in advance of the reporting period to which they apply, for services to be 
rendered in a subsequent reporting period. Examples are tuition, fees, 
and room rentals paid in advance of the fiscal period to which they apply. 

d. NoteSy Bondsy and Mortgages Payable. Includes liabilities for outstanding 
notes, bonds, and mortgages issued or incurred by the institution. 

e. Contracts Payable, Includes payments that the institution is required to 
make on existing contracts. Specifically included is the present value of 
the aggregate liability for annuities payable in annuity funds and income 
payable in life income funds based upon acceptable life-expectancy tables. 
When a gift to set up an annuity is received, the present value of the 
annuities payable is credited to the liabiUty account and the remainder to 
the fund balance, even though it may be a negative amount. Periodically, 
an adjustment is made in the annuity fund balance between the liability 
based on the revised life expectancy. When a gift is received to set up a 
life income fund, no liabilities are reported. A liability exists for life 
income funds only when earned investment due to beneficiaries has not 
been disbursed. 

f. Interfund Borrowing Due to Other Represents the amounts of 
funds loaned temporarily between fund groups (for example, unrestricted 
Current Funds loaned to the Plant Fund). Except for temporary advances, 
usually up to one year, the terms of borrowing and repayment should be 
disclosed. 

3. Fund Balances 

a. Unrestricted Current Funds Balance. The unrestricted fund balance in the 
Current Fund represents the net accumulation of unrestricted Current 
Funds revenues over Current Funds expenditures and transfers- This 
amount is available for future operating purposes or for any other use 
approved by the governing board of the institution. The fund balance 
may be subdivided to reflect portions applicable to auxiliary enterprises, 
gifts allocated to future periods or reserved for specific purposes, 
purchase orders outstanding, budget balances carried forward or other 
designations of the governing board> and the unallocated balance. 

b. Restricted Current Funds Balance. lnc\ji(lt\s the unexpended balances of 
funds restricted by donors or other outside agencies to specific current 
operating purposes. Such externally imposed restrictions are to be con- 
trasted with internally created designations imposed by the governing 
board on unrestricted funds. These funds originate from income on 
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restricted endowment funds, gifts from donors who have placed limita- 
tions on their use, and grants from private or governmental sources 
^ specifically for research, training, and so forth. This item on the Balance 
Sheet consists 0^ those restricted funds available for expenditure in 
future reporting periods. 

c. Loan Funds Balance, Includes the balance of those funds available for 
loans to students^ faculty, or stafT. The fund-balance section should 
display separately the unrestricted and restricted portions of the Loan 
Funds balance. The only unrestricted funds in the Loan Funds group are 
those unrestricted funds designated by the governing board to function as 
loan funds. Since action of the governing board at some future date may 
require that the funds be returned to the Current Fund or transferred to 
another fund group, the unrestricted fund balance should be shown 
separately from the restricted fund balance. For appropriate disclosure, 
the source of the funds available for loan purposes at the date of the 
Balance Sheet should be separately identified in the financial statements. 
For example, the fund balance should show donor and governmental 
restricted loan funds, funds provided by mandatory transfers required for 
matching purposes, and unrestricted funds designated as loan funds. 

d. Endowment and Similar Funds Balance. Separate fund balances are 
usually identified for Endowment Funds, Term Endowment Funds, and 
Quasi- Endowment Funds. The fund balance of Quasi-Endowment 
Funds is not considered to be restricted to the Endowment and Similar 
Funds group in that it may be transferred between fund groups. 
However, it is possible for quasi-endowment funds to be restricted by 
function or organizational unit, even though the principal may be 
expended. For example, an institution may receive a gift to be used to 
benefit the Law School. Rather than expend the funds in one year, the 
governing board may decide to establish a quasi-endowment fund with 
the income to be used in the Law School. At some later date, the govern- 
ing board could then decide to expend some of the principal of the quasi- 
endowment fund, but it would still have to be spent for some purpose of 
the Law School. The balance of Term Endowment Funds cannot be trans- 
ferred out of this fund group until the agreed-upon time period expires 
or a specified event takes place. The income of term endowm^ 

also may be either restricted or unrestricted as to function or organiza- 
tional unit, even after the term endowment has lapsed. 
Annuity Funds Balance. lnc\\xdt^ any excess of assets over liabilities 
(which must include an actuarial liability for annuities payable) in annuity 
funds. For the most part, fund balances of Annuity Funds should be 
considered restricted to that fund group until terms of the annuity agree- 
ment are met. If the fund balance exceeds the actuarial liability, the excess 
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portion of the fund balance may be considered unrestricted. Upon termi- 
nation;; the Annuity Funds balance should be transferred to the fund 
group designated by the grantor or, in the absence of such a designation, 
to unrestricted Current Funds revenue. A detailed discussion of the gen- 
erally accepted method for recording and reporting Annuity Funds can 
be found in chapter id. Audits of College and Universities (AIGPA 1973). 

f. Life Income Funds Balance. Includes any excess of assets over liabilities. 
All fund balances of Life Income Funds should be considered restricted 
to that fund group until the terms of the life income agreement are met 
and the resources can be transferred to another fund group. Life income 
funds are usually accounted for as separate funds but may be combined 
with annuity funds for reporting purposes. When amounts are not 
material, both of these fund groups may be reported as a subclassifi- 
cation of Endowment and Similar Funds. 

g. Unexpended Plant Funds Balance. Includes those unexpended resources 
that have been set aside for the purchase or construction of physical plant 
in excess of any associated liabilities. Resources restricted by donor or 
outside agencies to additions to plant or to the acquisition of physical 
properties are generally recorded in this fund balance upon receipt. 
Restricted Plant Funds balances are shown separately from those unre- 
stricted fund balances that have been designated for plant purposes by 
the governing board. Construction in progress may be included in this ^ 
fund balance if not included in Investment in Plant. 

If physical-plant assets are sold, the proceedil may be restricted if so 
stipulated by the donor of the property disposed of. They are then added 
to the Unexpended Plant Funds balance. (The institution should consider . 
obtaining a legal opinion on such action, however.) If the proceeds are 
considered unrestricted and are kept in Unexpended Plant Funds, they 
should be properly disclosed on the Balance Sheet as being unrestricted. 

h. Funds for Renewal and Replacement Balance. Includes unexpended 
resources held for the renewal and replacement of physical plant. 
The fund balance should be subdivided between unrestricted resources 
designated by the governing board for renewal and replacement purposes 
and resources restricted by donors to such purposes (including fund 
balances arising from agreements with outside agencies, such as trustees 
under bond indentures, and restricted gifts, grants, and governmental 
appropriations). 

i. Funds for Retirement of Indebtedness Balance. Includes those resources 
held for the retirement of, and the payment of interest on, the debt owed 
on the institution's physical plant. It includes sinking funds established 
under bond indentures, mortgage amortization payments accumulated 
but not yet due, and other resources accumulated for interest' and debt 
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retirement. Fund balances should be subdivided between those unre- 
stricted resources designated by the governing board for debt retirement 
purposes and restricted resources. 

j. Net Investment in Plant. Includes the total of the institutional equity in 
physical-plant assets. It is, in short, the institution's paid-for plant facili- 
ties. This figure is usually calculated on the basis of the original cost of 
the plant. Construction in progress may be included in this subgroup if 
it is not included in Unexpended Plant Funds. When physical-plant 
, assets are sold or otherwise disposed of, the carrying value of those assets 
should be removed from the asset accounts, and net investment in plant 
should be reduced accordingly. It is permissible to reflect depreciation 
on physical-plant facilities on the Balance Sheet. See pp. 9-10 Audits 
of Colleges and Universities (AICPA 1973) for a discussion of depreciation. 

k. For Current Operations-- Unrestricted^ For Current Operations— Restricted. 
These two items represent that portion of the excess of assets over 
liabilities in the Current Fund that is available for the support of the 
current operations of the institution. 

1. Board Designated Funds. This item includes all unrestricted fund balances 
(other than those in the Current Fund) and therefore represents that 
portion of the fund balances that is designated by the governing board of 
the institution for use in those fund groups. 

m. Restricted to Other Than Current Operations. This item includes all fund 
balances that have been restricted by the donors for purposes other than 
the support of current operations. 
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Statement of Changes in 
Fund Balances 



Description 

The Statement of Changes in Fund Balances shows the overall flow of funds into 
and out of the institution among the institution's fund groups. It answers questions 
about the source and use of funds and the management and preservation of 
resources. Unlike the Balance Sheet, the Statement of Changes in Fund Balances 
describes the financial acriz^iry of the institution over the course of a fiscal period. 
The Statement of Changes in Fund Balances thus displays additions, deductions, 
\ and transfers, rather ' ^ a a assets and liabilities. 

Like all financial statements for postsecondary education, the Statement of 
Changes in Fund Balances is based on the individual funds established by the 
institution to maintain fiduciary controls over its various sources of financing. - 
For reporting purposes, these funds are aggregated into the normal fund groups 
(Current FundSy Loan Fundsi Endowment and Similar Funds,- Annuity and Life 
Income Funds, Plant Funds, and Agency Funds). Each fund group is usually dis- 
played as a column(s) on the Statement of Changes in Fund Balances. The fund 
groups internally balance in the reports. Agency Funds are generally not shown 
on the Statement of Changes in Fund Balances because they have no fund balances. 



Format 



For each fund group, and for subgroups in many cases, the Statement of 
Changes in Fund Balances shows additions, deductions, transfers, net changes, 
and beginning and ending fund balances (see figure 3). 

DefiBitions 

The following terms are used in the Statement of Changes in Fund Balances. 

I, Additions, Applies to all funds flowing into a fund group during the reporting 
period except those funds transferred into a fund group. Additions to the 
Current Fund are included, whether reported as revenues or not. The terms 
additions and revenues are distinct and have quite different meanings in fund 
accounting. The term revenues generally is applied only to the Current 
Fund and includes (1) all unrestricted monies received for the Current Fund 
during the reporting period and (2) that portion of restricted funds that is 
expended during the reporting period, whether or not it was received during 
the reporting period. Therefore for unrestricted funds, additions and revenues 
are the same, whereas for restricted funds, they are different. 

'7he definitions described below for the Additions categories of the 
Statement of Changes in Fund Balances are quite similar to the definitions 
given in the next chapter for Current Funds revenues. While they appear to 
be the same, the reader should be aware that they are different when they 
are applied to restricted funds in the Current Fund. 

a. Tuition and Fees. Includes all tuition and fees assessed (net of refunds) 
against students for educational purposes. Charges for room, board, and 
other services rendered by auxiliary enterprises are not included in this 
category but are shown as Sales and Services of Auxiliary Enterprises. 
Student fees specifically assessed for debt service or plant expansion in 
such a manner as to create an obligation equivalent to an externally 
imposed restriction should be reported as additions to the appropriate 
Plant Fund subgroup. Such a restriction could be created, for example, 
when an institution publicly represents that it will use certain fees only 
for the retirement of certain debt or for the construction of a particular 
building. If, on the other hand, the governing board retains the right to 
use such fees at its discretion for other purposes, such fees are jiot re- 
stricted and should be reported as unrestricted Current Funds revenues. ; 

b. Governmental Appropriations. Includes those funds received from, or 
made available by, governmental sources through legislative acts for 
current operations. It includes governmental appropriations made from 
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tax funds and federal revenue-sharing funds and therefore does not 
include institutional fees and other income reappropriated by the legis- 
lature to the institution. Such amounts should be deducted from this 
category and reported in the appropriate categories. 

c. Governmental Grants and Contracts, Includes funds received from, or" 
made available by, government agencies for specific projects or programs, 
including student aid (excluding BEOGs). Examples are research pro- 
jects, training programs, training and instructional institutes, and similar 
activities for which financial support is received under the terms of a 
governmental grant or contract. 

d. Private Gifts^ Grants^ and Contracts, Includes all amounts received from 
individuals or nongovernmental organizations. It includes also those 
monies resulting from the purchase of goods or services from the institu- 
tion on a contractual basis by individuals or nongovernmental agencies, 
exclusive of those normally classified as the sales of various educational 
or support departments. Gifts, bequests, grants, and other receipts 
restricted in use by outside grantors or agencies should be recorded as 
additions directly in the appropriate fund group. However, all unre- 
stricted gifts, bequests, and grants should be recorded as unrestricted 
revenues in the Current Funds group. 

e. Investment Incorne. Includes (1) unrestricted income of Endowment and 
Similar Funds; (2) restricted income of Endowment and Similar Funds, 
whether or not the income is expended during the reporting period; and 
(3) income from funds held in trust by others under irrevocable trusts. 
This category does not include the net capital gains resulting from the 
sale of investments (which would be included in Net Realized Gains on 
Sales of Investments) nor does it include any portion of the gain on invest- 
ments used for current operations under the total-return concept. While 
the investments of various funds may be pooled, accounting procedures 
should provide for an equitable distribution of income among the funds. 

f. Net Realized Gains on Sales of Investments: Includes all net additions to 
particular fund groups resulting from the sale of the assets of the fund 
group for an amount greater than the carrying value of those assets 
(either cost or fair market value). Net losses should be shown as deductions. 

' In t erfund sales of invest ments should be recorded in the purchasing 
fund at fair market value. The difference between the cost or carrying 
value and fair market value should be accounted for in the selling fund 
in the same manner as realized gains and losses. 

While the investments of various funds may be pooled, accounting 
procedures should provide a means for determining the equitable share 
of the participating funds in realized gains or losses in the investments. 



g. Sales and Services of Educational Activities, Includes all amounts derived 
' from the sales of goods or services that are produced incidental to the 

conduct of instruction, research, or public service. For reporting pur- 
poses, the type of service takes precedence over the form of the agreement 
by which those services are rendered. Therefore the incidental revenues 
of educational departments would be included in this category, even if 
the sales or services should be performed under the contract. For example, 
an experiment station creamery may have a contract to deliver milk to 
a local school, but since the milk is produced incidentally to research 
activities, the monies would be sales and services. Monies derived from 
the sale of goods and services by auxiliary enterprises and hospitals 
would not be included in this category. 

h. Sales and Services of Auxiliary Enterprises, Includes all monies generated 
by the auxiliary operations of the institution. An auxiliary enterprise is 
an entity that exists to furnish goods or services to students, faculty, or 
staff and that charges a fee directly related to, although not necessarily 
equal to, the cost of the service. The general public may be served inci- 
dentally by some auxiliary enterprises. Auxiliary enterprises generally 
include residence halls, food services, intercollegiate athletics (if operated 
as essentially self-supporting operations), college stores and unions, and 
so forth. 

i. Sales and Services of Hospitals. Includes all funds directly attributable to / 
the operation of the ho*^nital. It dot^' ^Iqt rnefpfore irl<(^lMi|r those funds 
derived from grants, gjJrSj appropriations, or endowment income restricted 
to hospital operations. 

j. Other, This category includes all other additions to fund groups not in- 
cluded in one of the categories described above. Additions that are of 
material proportions should be itemized. This category also includes 
earnings on the short-term investments of the Current Fund, as well as 
interest earnings on loan notes credited to the Loan Fund (interest on 
loans to students is not ordinarily recorded in the Loan Funds group until 
collected). 

2. Deductions, Includes all funds flowing out of any of the fund groups during 
the reporting period, except those funds leaving a fund group as the result 
of a transfer of funds. 

a. Current Fund Expenditures, This category includes all expenditures from 
both the unrestricted Current Fund and the restricted Current Fund. 
A more detailed breakdown of this figure is shown in the Statement of 
Current Funds Revenues, Expenditures, and Other Changes. 

b. Loan Cancellations and Write-Offs. Includes those amounts deducted 
from the Loan Fund to provide for uncollectible loans. 
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c: Expended for Plant Facilities, Includes disbursements made from the 
Unexpended Plant Fund subgroup for newly acquired or constructed 
plant facilities, as well as disbursements from the-Plaht Fund— Renewal 
and Replacement subgroup for renovations to existing plant. If deprecia- 
tion concepts are used for financial reporting, the provision for depre- 
ciation should be reported in the Statement of Changes in Fund Balances 
in the balance of the Investment in Plant Fund subsection of the Plant 
Funds group. 

d. Debt Service. Includes all deductions from the Retirement of Indebtedness 
subgroup for the purpose of servicing the institution's debt on its physical 
plant. Physical-plant obligations are generally the only type of long-term 
debt most institutions have, although some short-term debt also might 
be incurred in order to meet current operating needs. However, this 
category does not include transfers made from one fund group for the 
purposes of satisfying debt requirements in another group— these would 
be included in the Transfers section. 

e. Other. Includes all other deductions from fui:id groups not included in 
one of the categories described above. Any deductions that are material 
should be itemized. Examples of other deductions include the disposal of 
physical facilities (a deduction from the Investment in Plant subgroup) 
and administrative and collection costs in the Loan Fund. Fund-raising 
expenses should be charged to the principal of Endowment and Similar 
Funds and included in this category only if they directly relate to the 
proceeds of a campaign for this purpose. 

3. rra«s/m. Includes all flows of funds ^zwow^ the various fund groups during 
the reporting period. Transfers are self-balancing across the columns of the 
Statement of Changes in Fund Balances. In other words, every transfer re- 
sults in an equal a^tdition (shown as a positive figure in the receiving fund- 
group column) and deduction (shown as a negative figure in parentheses in 
the donor fund-group column); therefore the net result always will be zero. 
Transfers from unrestricted Current Funds or Quasi-Endowment Funds to 
other fund groups should be recorded as permanent transfers, unless there 
is an expectation of repayment within a reasonable period of time. Transfers 
from donor-restricted funds to other funds may be improper, 
a. Mandatory Transfers. lnchx(lt% all transfers made to fulfill a binding legal 
obligation of the institution. 

• Debt Service— includes all mandatory provisions made to satisfy debt 
obligations on academic buildings and auxiliary-enterprise operations. 

• Renewal and Replacement— includes all mandatory provisions made 
for the renovation of institutional plant. 

• Loan Fund Matching Grant— includes all mandatory transfers of 
institutional funds to the Loan Fund that are required to match outside 
gifts or grants, usually from the U.S. government, for loan purposes. 



38 



• Other Mandatory Transfers— includes all mandatory transft^^ 
eluded in one of the above categories. Other mandatory transfers that 
are material should be itemized. 

h. Nonmandatory Transfers. Includes all transfers made from one fund 
group to another at the discretion of the institution's governing board. 

• Distribution of Capital Gains— includes that portion of the capital 
gains on the institution's investments used by the institution, usually 
for current operations. Such distributions are in accordance with the 
total-return concept. A more detailed discussion of this concept is in- 
cluded in chapter 8. 

• Designation of Unrestricted Funds— includes those unrestricted 
funds designated for a specific purpose by the institution's governing 
board. Designations of unrestricted funds may involve a nonmandatory 
transfer of unrestricted Current Funds to other fund groups, such as 
to Quasi-Endowment Funds to act as endowment until some other 
purpose is determined to be more suitable, to Loan Funds to supple- 
ment governmental appropriations for loan funds, or to Plant Funds 
for expansion or rehabilitation or debt retirement. Although designa- 
tions of unrestricted funds usually involve unrestricted funds of the 
Current Fund, the governing board may elect to return any balances 
of designated funds appearing in other funds to unrestricted Current 
Funds or to redesignate funds previously designated for one purpose 
to serve a second purpose and may make the transfer accordingly. 

• Other Nonmandatory Transfers— includes all nonmandatory transfers 
not included in one of the above categories. Other nonmandatory 
transfers will often be itemized when of material importance. 

A. Summary jDara. The final section of the Statement of Changes in Fund 
Balances summarizes the results of all of the flows into, out of, and among 
the various funds for each fund group. These figures can be related directly 
to those shown for each fund group in the Balance Sheet. 

a. Net Increase/(Decrease) for the Year. Includes the net increase (shown as a 
positive figure) or decrease (shown as a negative figure in parentheses) of 
the fund balance for each fund group. The figure shown in this category 
is determined for each fund group by adding the figures for Total 
Additions 2ind ntt Transfers Into 2ihd subtracting the figures for Total 
Deductions and net Transfers Out Of 

b. Fund Balance— Beginning of Year. The total of the fund balance pn'or to 
any of the additions, deductions, and transfers described in the statement 
for that fund group. 

c. Fund Balance— End of Year. The total for the fund balance after all of the 
additions, deductions, and transfers described in the statement. It is deter- 
mined by adding (or subtracting) the Net Increase/(Decrease) for the Year 
2iVi& Fund Balance— Beginning of Year. 



39 



4 



Statement of Current Funds Revenues, 
Expenditures/ and Other Changes 



Description 

The Statement of Current Funds Revenues, Expenditures, and Other Changes 
provides the same basic kindofinformation as the Statement of Changes in Fund 
Balances, but in considerably more detail and only for the Current Funds group. 
Basically, this statement focuses on the fmancial activity of the Current Fund by 
describing the flow of resources into and out of this fund groups This fund group 
usually constitutes the bulk of financial activity of institutions (although in many 
institutions, other fund groups may contain more resources). The Current Fund 
also focuses on thejnstitution's day-to-day activities and (with the Plant Fund) is 
the major concern of public funders. For these reasons, additional detail for the 
Current Fund has typically been recommended by generally accepted accounting 
principles for inclusion in financial statements. Although this kind of detail can be 
provided for other flind groups (and many institutions do so with supplementary 
financial statements), only the Current Fund statement is typically included as 
one of the three basic financial reports. 

While the Statement of Current Funds Revenues, Expenditures, and Other 
Changes provides the same basic kind of information (albeit in more detail) as the 
Statement of Changes in Fund Balances, there are distinctions between the two 
statements. The most important oif these is that while the Statement of Changes in 
Fund Balances reports additions and deductions, the Statement of Current Funds 
Revenues, Expenditures, and Other Changes reports revenues and expenditures. 
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Sample Educational Institution 

FIGURE 4 

Statement Of Current Funds Revenues, Expenditures, And Other Changes 

Year Ended June 30, i9 _ 



Current Year 



Prior 



Revenues 



Governmental Appropriations— Federal 

Governmental Appropriations— State 

Governmental Appropriations— Local 

Governmental Grants ^nd Contracts— Federal 
Governmental Grants and Contracts— State . . 
Governmental Grants and Contracts— Local . . 

Private Gifts, Grants, and Contracts 

Endowment Income • • • • • 

Sales and Services of Educational Activities . . . 
Sales and Services of Auxiliary Enterprises . . . 

Other Sources (if any) 

Total Current Revenues 



Expenditures and Mandatory Transfers 

Educational and General 

Instruction • • • • 

Research. • 

Public Service 

Academic Support 

Student Services. 

Institutional Support • • • • 

Operation and Maintenance of Plant 

Scholarships and Fellowships 

Educational and General Expenditures 

Mandatory Transfers for: 

. Provision for Debt on Educational Plant 

Loan Fund Matching Grants 

Total Educational and General 



Auxiliary Enterprises 

Expenditures 

Mandatory Transfers/Auxiliary Enterprises 

Total Auxiliary Enterprises 

Total Expenditures and Mandatory Transfers 



Excess of Restricted Receipts 

oyer Transfers to Revenues 

Refiindedto Grantors 

Unrestricted Gifts Allocated to Other Funds 

Portion of Quasi-Endowmcnt Gains Appropriated 
Net Increase in Fund Balances 



Unrestricted 


Restricted 


Total 


Year Total 


$2,eoo,ooo 




$2,600,000 


$2,300,000 


500,000 




500,000 


500,000 


700,000 




700,000 


700,000 


100,000 




100,000 


100,000 


20,000 


$ 375,000 


395,000 


350,000 


10,000 


25,000 


35,000 


200,000 


5,000 


25,000 


30,000 


45,000 


850,000 


380,000 


1,230,000 


1,190,000 


325,000 


209,000 


534,000 


500,000 


190,000 




190,000 


195,000 


2,200,000 




2,200,000 


2,100,000 


40,000 




40,000 




7,540,000 


1,014,000 


8,554,000 


8,180,000 



2,960,000 


489,000 


3,449,000 


3,300,000 


100,000 


400,000 


500,000 


650,00 ; 


130,000 


25,000 


155,000 


175,000 


250,000 




250,000 


225,000 


200,000 




200,000 


195,000 


450,000 




450,000 


445,000 


220,000 




220,000 


200,000 


90,000- 


100,000 


190,000 


180,000 


4,400,000 


1,014,000 


5,414,000 


5,370,000 


190,000 




190,000 


130,000 


2,000 




2,000 




4,592,000 


1,014,000 


5,606,000 


5,500,000 


1,830,000 




1,830,000 


1,730,000 


320,000 




320,000 


320,000 


2,150,000 




2,150,000 


2,050,000 


6,742,000 


1,014,000 


7,756,000 


7,550,000 












45,000 


45,000 V 


40,000 




.(20,000) 


(20,000) 




(650,000) 




(650,000) 


(510,000) 


40,000 




40,000 




188,000 


25,000 


213,000 


160,000 



Note: There are several possible formats for a Statement of Current Funds Revenues, Expenditures, and Other Changes. 
Another format is shown in section 5:7 of ^rfmmMrrflrii^Scn;ic£ (Washington, D.C.: NACUBO, 1974), pp. 6-7. Although 
the formats vary, the amounts shown in this illustration are identical to those in the Administrative Service. 



While this distinction may seem to be semantic, the principles of postsecondary- 
education fund accounting make it important. 

The difference between additions and revenues occurs in the restricted fund 
area. When restricted monies are received by the institution (that is, when the cash 
is in hand), they are reported as additions to the fund balance in the appropriate 
fund group. Under the principles of accrual accounting, however, revenues are not 
reported until they are earned (that is, until the money is spent for the specified 
purpose). This distinction causes revenue reporting to lag behind addition re- 
porting. If the lag occurs over the boundary of a fiscal period, the figures for 
revenues and additions will differ. This distinction does not occur in the unre- 
stricted funds, since they are available for use (that is, are reported as revenue) as 
soon as they are added to the fund balances. The remainder of the information 
reported in the Statement of Current Funds Revenues, Expenditures, and Other 
Changes is equivalent to that of the Statement of Changes in Fund Balances, 
although more detailed. 



Format 

The Statement of Current Funds Revenues, Expenditures, and Other Changes 
shows revenues by source and restriction categories, and expenditures by use 
and restriction categories. Although the Statement of Current Funds Revenues, 
Expenditures, and Other Changes shown in figure 4 uses only two restriction 
categories (Unrestricted and Restricted), some institutions further subdivide the 
Unrestricted column into Undesignated and Designated funds. The revenue, 
expenditure, and mandatory transfer categories used in figure 4 are the standard 
HEFM revenue categories recommended by generally accepted accounting 
principles. The other transfers and additions/(deductions) are generally specific 
to the institution, and therefore the categories used in figure 4 are illustrative 
only. Many institutions support the Statement of Current Funds Revenues, 
Expenditures, and Other Changes with more detailed schedules than shown in 
figure 4 by showing expenditures by subfunction (such as libraries), organizational 
unit (such as College of Arts and Sciences), or object of expenditure (such as 
faculty salaries). This additional detail does not, however, change the basic format 
or principles of the Statement of Current Funds Revenues, Expenditures, and 
Other Changes. 
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Definitions 

The following terms are used in the Statement of Current Funds Revenues, 
Expenditures, and Other Changes. 

1. Revenues. Current Funds revenues include (1) all unrestricted gifts and other 
unrestricted resources earned during the reporting period and (2) restricted 
current funds to the extent that such funds were expended for current oper- 
ating purposes. Current Funds revenues do not include restricted current 
funds received but not expended, nor resources that are restricted by the 
donors to Loan Funds, Endowment or Term Endowment Funds, Annuity 
and Life Income Funds, or Plant Funds. For reporting purposes. Current 
Funds revenues should be classified by source. The following categories are 
recommended for such purposes: 

• Tuition and Fees 

• Governmental Appropriations— Federal 

• Governmental Appropriations— State 

• Governmental Appropriations— Local 

• Governmental Grants and Contracts— Federal 

• Governmental Grants and Contracts— State 

• Governmental Grants and Contracts— Local 

• Private Gifts, Grants, and Contracts 

• Endowment Income 

• Sales and Services of Educational Activities 

• Sales and Services of Auxiliary Enterprises 

• Sales and Services of Hospitals 

• Other Sources 

• independent Operations 

For definitions of these revenue categories, see chapter 5. 

2. Expenditures and Mandatory Transfers. Current Funds expenditures and 
mandatory transfers comprise: (1) all expenses incurred in the Current Fund, 
determined in accordance with the generally accepted accrual method of 
accounting, except for depreciation^ (2) expenditures from Current Funds 
for renewals and replacements of, as well as additions to, equipment; and 
(3) amounts transferred to Plant Funds as required for debt service (includ- 
ing principal, interest, mandatory provisions for renewals, and replacement 
of facilities) and mandatory transfers to Loan Funds to provide required 
matching funds for student loans. 

Current Funds expenditures include those of both unrestricted and 
restricted Current Funds. Current Funds expenditures should be reported 
by function for the institution as a whole (although for accounting and inter- 
nal reporting, the accounts may be maintained by major organizational 
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units). AH objects of expenditure such as personal services, consumable 
supplies and materials, other services, and other costs of operations, includ- 
ing expenditures for replacement of equipment and refurbishing and renewal 
of equipment, may be included within each of the functional classifications 
if appropriate. If desired, expenditures may be summarized by object in a 
subsidiary schedule. The following functional categories are recommended 
for the reporting of expenditures and mandatory transfers. Definitions for 
all of the expenditure categories shov/n below are outlined in chapter 6, 
Expenditure and Mandatory Transfers. 

a. Educational and General Expenditures. Educational and General Current 
Funds expenditures should be subdivided into the following functional 
classifications: 

• Instruction 
® Research 

• Public Service 

• Academic Support 

• Student Services 

• Institutional Support 

• Operation and Maintenance of Plant 

• Scholarships and Fellowships 

b. Educational and General Mandatory Transfers. Mandatory transfers related 
to any purpose other than auxiliary enterprises, teaching hospitals, or in- 
dependent operations should be classified as Educational and General 
Mandatory Transfers and separately identified from Educational and 
General expenditures. The following categories should be used in 
classifying these mandatory transfers: 

• Provision for Debt Service on Educational Plant 

• Loan Fund Matching Grants 

• Other Mandatory Transfers 

c. Auxiliary Enterprise Expenditures and Mandatory Transfers. Includes all 
expenditure and mandatory transfers relating to the operation of auxiliary 
enterprises, including expenditures for operation and maintenance of 
plant and for institutional support. Also included are other direct and 
indirect costs, whether charged directly as expenditures or allocated as a 
proportionate share of costs of other departments or units. The following 
categories should be used for classifying expenditures and mandatory 
transfers for auxiliary enterprises: 

• Auxiliary Enterprises— Student 

• Auxiliary Enterprises— Faculty/Staff 

• Intercollegiate Athletics 

• Mandatory Transfers/ Auxiliary Enterprises 
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d. Hospital Expenditures and Mandatory Transfers, Includes all expenditures 
and mandatory transfers associated with the patient-care operations of 
the teaching hospital, including nursing and other professional services, 
general services, administrative services, fiscal services, and charges for 
physical-plant operations and institutional support. Also included are 
other direct and indirect costs, whether charged directly os expenditures 
or allocated as a proportionate share of costs of other departments or 
units. The following categories should be used for classifying expendi- 
tures and mandatory transfers for hospitals: 

• Direct Patient Care 

• Health Care Supportive Services 

• Administration of Hospitals 

• Physical Plant Operations for Hospitals 

• Mandatory Transfers/Hospitals 

e. Independent Operations Expenditures and Mandatory Transfers, Includes 
expenditures and mandatory transfers for those operations that are inde- 
pendent of, or related to, but that may enhance the primary mission of 
the institution., This category is generally limited to expenditures asso- 
ciated with major federally funded research laboratories. It excludes 
expenditures associated with property owned and managed as investments 
of the institution's endowment funds. The following categories should 
be used for classifying expenditures for independent operations: 

• Independent Operations/Institutional 

• Independent Operations/FFRDCs 

f. Nonmandatory Transfers^ Unrestricted Current Funds, Other transfers of 
a nonmandatory nature (as distinguished, for example, from mandatory 
transfers for debt service) represent allocations of unrestricted resources 
between fund groups that are not required by agreements with either 
external agencies or persons. Such transfers include (1) nonmandatory 
additions to Loan Funds, (2) additions to Quasi-Endowment Funds, and 
(3) nonmandatory transfers to Plant Funds. 

3. Other Transfers and Additions/(Deductions), Any financial activity of a fund 
group that does not fit one of the above categories. For example, excess of 
restricted receipts over transfers to revenues, nonmandatory transfers, and 
refunds to grantors are included. 
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5 



Revenues and Transfers In 



This chapter contains standard categories for reporting revenues. These revenues 
categories were developed by the Joint Accounting Group (consisting of repre- 
sentatives of the National Center for Higher Education Management Systems^ 
the National Association of College and University Business Officers, and the 
American Institute of Certified Public Accountants) and are part of generally 
accepted accounting principles for higher education. Identical revenues categories 
are included in: 

1, Audits of Colleges and Universities (1973), as amended by ''Statement of 
Position 74-8" (1974), by the American Institute of Certified Public 
Accountants. 

2. College and University Business Administration (1974), by the National 
Association of Coilesiic. and University Easiness Officers. 



TUITION AND FEES 

Tuition and Fees includes all tuition and fees assessed (net of refunds) against 
students for current operating purposes. Tuition and fees remissions or exemptions 
should be assessed and reported as revenue, even though there is no intention of 
collecting from the student. An amount equal to such remissions or exemptions 
should be reflected as expenditures and classified in the category Scholarships and 
Fellowships (if that is the purpose of the exemption) or classified as staff benefits 
in the appropriate expenditure category (if the exemption is made in compliance 
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with a formalized policy granting exemptions to relatives of the institution's staff 
or the staff itself). 

If tuition and/or fees are remitted to the state as an offset to the state appro- 
priation, the amount of tuition and fees should be deducted from the total for state 
appropriations and added to the total for tuition and fees. 

If the assignment of student fees to debt service, renewals and replacements, 
or Unexpended Plant Funds is an administrative action only or is subject to change 
by the governing board, then such fees should be reported as unrestricted Current 
Funds revenues and included in this category. Pledged revenue under bond- 
indenture agreements should not be reported as additions to Plant Funds but 
should be reported as unrestricted Current Funds revenues. Monies from fees on 
which there are binding external restrictions because they have been specifically 
assessed for debt service on institutional plant or for renewals and replacements of 
plant or for expansion of facilities should not be reported under this classification 
but should be reported as direct additions to Plant Funds, since such fees are not 
legally available for current operations. 

Revenues from tuition and fees for an academic term, such as a summer 
session, conducted over a fiscal year-end should be reported totally within the 
fiscal year in which the program is predominantly conducted. The revenues and 
expenditures for any summer session should be reported in the same fiscal year. 
This procedure for reporting the revenues of summer sessions is an allowable 
exception to reporting revenues on an accrual basis. All other revenues should be 
reported when earned. 

Charges for room, board, and other services rendered by auxiliary enterprises 
are not included in this category but should be classified as Sales and Services of 
Auxiliary Enterprises. If an all-inclusive fee for tuition, room, and board is charged, 
a reasonable allocation should be made between the categories Tuition and Fees 
and Sales and Services of Auxiliary Enterprises. 

Fees for student health services that are operated as a service to the student 
body rather than as an auxiliary enterprise would be included in Tuition and Fees. 

GOVERNMENTAL APPROPRIATIONS-FEDERAL 
GOVERNMENTAL APPROPRIATIONS-STATE 
GOVERNMENTAL APPROPRIATIONS-LOCAL 

Governmental appropriations include those monies received from or made 
available to an institution through acts of a legislative body. They do not include 
governmental grants or contracts. These three categories include all such unre- 
stricted appropriations and all restricted appropriations to the extent expended 
for current operations. 

Funds disbursed for the account of the institution by a governmental agency, 
such as payments into a state retirement system on behalf of the institution, would 
be included in these categories. 
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These categories include only governmental appropriations made from tax 
levy funds, including those taxes levied directly by the institution under authority 
granted by the legislature or constitution, federal land-grant appropriations, and 
federal revenue-sharing funds. They do not include institutional fees and other in- 
come reappropriated by the legislature to the institution. Tuition and fees collected 
by the institution and returned to the institution in the form of appropriations 
(that is, reappropriated tuition and fees) would have to be subtracted, as they 
already appear as tuition and fees. 

Governmental appropriations should be categorized by the governmental 
level (federal, state, or local) of the legislative body funding the appropriation. 
The following criterion should be used in determining which legislative level the 
funder is: 

The funder level is the same as the level of that agency making the decision 
that the monies will be appropriated for the particular purpose for which 
they are ultimately expended. 

For example, if the federal government stipulates a specific use for particular 
monies and those monies subsequently are only administered by the state, the funds 
would be classified as federal monies. However, if the federal government distri- 
butes funds to the state for unspecified general purposes (for example, general 
revenue sharing) and the state then appropriates all or a portion of those monies to 
the institution, the funds received by the institution should be classified as state 
monies rather than federal monies. 

The determination of whether a particular governmental appropriation 
should be classified as restricted or unrestricted funds should be based upon the 
ability of the institution to effect a change in the intended use of the funds during 
the reporting period, should circumstances require. If a change in the intended 
use of the funds can be made without having to go through the legislative process, 
the funds should be considered unrestricted. State general-fund appropriations 
should be considered unrestricted funds, unless the legislature places restrictions 
on their use so specific that they substantially reduce the institution's flexibility 
in its financial operations. Where an intermediate group exists, if a change in 
restrictions needs to be made and it can be made by the intermediate body without 
having to go back through the legislative process, the funds appropriated should 
be considered unrestricted. 

GOVERNMENTAL GRANTS AND CONTRACTS-FEDERAL 
GOVERNMENTAL GRANTS AND CONTRACTS-STATE 
GOVERNMENTAL GRANTS AND CONTRACTS-LOCAL 

Governmental grants and contracts include revenues from governmental 
agencies that are received or made available for specific projects or programs. 
It is assumed that in the case of a grant or contract, the legislative body makes 
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appropriations to a governmental agency, which in turn enters into contracts 
with, or makes grants to, individual institutions. Examples are research projects, 
training programs, and similar activities for which amounts are received or ex- 
penditures are reimbursable under the terms of a governmental grant or contract. 

Governmental grants and contracts should be categorized by the governmental 
level (federal, state, or local) of the agency providing the funds to the institution. 
The following criterion should be used in determining which governmental level 
should be considered the funder: 

The funder level is the same as the level of that agency that makes the deci- 
sion that the contract will be entered into with, or the grant made to, the in- 
stitution for the particular purpose for which it is ultimately transacted. 

For example, if a federal agency stipulates a specific use for particular monies and 
those monies are only administered by ^tate agencies, the funds would be classified 
as federal monies. 

Amounts equal to direct costs incurred should be recorded as charges against 
current restricted funds and reported as restricted Curren*- Funds revenues. Related 
indirect costs covered should be reported as unrestricted revenues. 

PRIVATE GIFTS, GRANTS, AND CONTRACTS 

■ k , 

Private Gifts, Grants, and Contracts includes amounts from individuals or 
nongovernmental organizations. The funds included in this category are of two 
types: (1) private gifts and grants and (2) private contracts. Private gifts and grants 
include those monies received from private donors for which no legal considera- 
tions are involved (that is, no specific goods or services must be provided to the 
donor in return for the monies). Private contracts include those monies received 
for which specific goods and services must be provided to the funder as stipula- 
tion for receipt of the funds. This category includes all unrestricted gifts, grants, 
and bequests as well as all restricted gifts, grants, and contracts to the extent that 
the monies are expended for current operations. Monies received as a result of 
gifts, grants, or contracts from a foreign government would be included in this 
category. 

Only those revenues derived from the provision of goods or services directly 
related to instruction, research, or public service are included in the category 
Private Gifts, Grants, and Contracts. Revenues derived from the sale of goods or 
services incidental to the conduct of instruction, research, or public service should 
be shown as Sales and Services of Educational Activities. 

Income from funds held in revocable trusts or distributable by direction of the 
trustees of such trusts should be reported under this classification. This category 
does not include revenues derived from contracts for activities not related to the 
primary missions of the institution (for example, land rental and utility services). 
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Amounts equal to direct cost incurred should be recorded as charges against 
current restricted funds and reported as restricted Current Funds revenues. 
Related indirect costs recovered should be reported as unrestricted revenues. 

When the performance of donated services is significant for an institution, the 
value of donated services should be included in this category. The value should be 
determined by relating such services to equivalent salaries and wages (including 
the normal staff benefits, such as group insurance and retirement benefits) for 
similarly ranked personnel in the same institution or similar institutions. This 
gross amount should be reduced by the amount of maintenance, living costs, 
and personal expenses whenever such expenses are incurred on behalf of the 
contributing personnel (such as in institutions operated by religious groups). 
An imputed value for donated services should be recorded in this category only 
under the following circumstances: 

1. The amount of such donated services is significant when compared to the 
total revenues for the reporting entity 

2. The services performed are a normal part of the institution's programs or 
supporting services and would otherwise be performed by salaried personnel 

3. The institution exercises control over the employment and duties of the 
donors of the services 

4. The institution has a clearly measurable basis for determining the value of 
such services 

In reporting a figure for Private Gifts, Grants, and Contracts, that portion of the 
total that is an amount imputed to donated services should be clearly identified 
and appropriately noted in the financial statements of the institution. 

•s. 

ENDOWMENT INCOME 

Endowment Income includes the following: (1) unrestricted income of 
Endowment and Similar Funds, (2) restricted income of Endowment and Similar 
Funds to the extent expended for current operations, and (3) income from funds 
held in trust by others under irrevocable trusts. The unrestricted income from 
Endowment and Similar Funds credited to revenues should be the total ordinary 
income earned (or yield) on the investments of these funds. 

Income from investments of Endowment and Similar Funds does not include 
capital gains and losses, since such gains and losses are accounted for in the 
Endowment and Similar Funds group. If a portion of the gains of endowment or 
quasi-endowment funds investments is utilized for current operations, the portion 
so utilized should be reported as a transfer rather than as revenues. 

Income from funds held in trust by others under irrevocable trusts should be 
separately identified under this heading. 
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SALES AND SERVICES OF EDUCATIONAL ACTIVITIES 

Sales and Services of Educational Activities includes revenues derived from 
the sale of goods or services that are produced incidental to the conduct of instruc- 
tion, research, or public service. Examples of such revenues are film rentals, 
scientific and literary publications, testing services, university presses, and dairy 
products. For revenue reporting purposes, the type of service rendered takes 
precedence over the form of the agreement by which those services are rendered. 
Therefore the incidental revenues of educational departments would not be in- 
cluded in the category Private Gifts, Grants, and Contracts, even if they should be 
performed under contract. 

If service to the students rather than training and instruction is the primary 
purpose of the activities that create the revenue, they should be classified as Sales 
and Services of Auxiliary Enterprises. 

Sales and Services of Educational Activities does not include the revenues 
generated by hospitals operated by the institution. These revenues should be clas- 
sified as Sales and Services of Hospitals. However, revenues derived from health 
clinics that are not part of a hospital, excluding those that are part of the student 
health services program, should be reported in this category. 

SALES AND SERVICES OF AUXILIARY ENTERPRISES 

Sales and Services of Auxiliary Enterprises includes all revenues generated by 
the auxiliary-enterprises operations of the institution. An auxiliary enterprise is 
an entity that exists to furnish goods or services to students, faculty, or staff and 
that charges a fee that is directly related to, although not necessarily ,equal to, 
the cost of the service. The general public may be served incidentally by some, 
auxiliary enterprises. Auxiliary enterprises include residence halls, food services, 
student health services, intercollegiate athletics (if operated as essentially self- 
supporting operations), college unions, college stores, and other services, such as 
barber shops, movie houses, and so forth. 

This category does not include revenues received in the form of grants, gifts, 
or endowment income restricted for auxiliary enterprises but is limited to monies 
derived directly from the operation of the auxiliary enterprises themselves. 

SALES AND SERVICES OF HOSPITALS 

Sales and Services of Hospitals includes the revenues (net of discounts, allow- 
ances, and provision for doubtful accounts) of a hospital operated by the institution. 
It includes revenues from daily patient services (medical, surgical, pediatric, 
intensive care, and so forth), revenues from nursing services (operating room, 
recovery room, and so forth), and revenues from other professional services 
(laboratory, blood bank, and so forth). It does not include revenues for research 
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and other grants, gifts, appropriations, or endowment income restricted for hospital 
operations but is limited to monies that are directly attributable to the operation 
of the hospital. Revenues of health clinics that are part of the hospital should be 
included in this category, unless such clinics are part of the student health services 
program. 

OTHER SOURCES 

Other Sources includes all items of revenue not covered elsewhere. Examples are 
interest income and gains (net of losses) from investments of unrestricted Current 
Funds. This category also includes revenues resulting from the sales and services 
of internal service departments to persons or agencies external to the institution 
(such as miscellaneous rentals and the sale of computer time). 

INDEPENDENT OPERATIONS 

Independent Operations includes all revenues associated with operations 
independent of or related to the primary missions of the institution (instruction, 
research, public service), although they may indirectly contribute to the enhance- 
ment of these programs. This category generally includes only those revenues 
associated with major federally funded research laboratories. Such revenues 
include not only those derived from sales and services of such operations but also 
other revenues for research and other grants, gifts, or appropriations restricted 
to these operations. This category does not include the net profit (or loss) from 
operations owned and managed as investments of the institution's endowment 
funds. 

TRANSFERS IN 

Funds may be transferred into the Current Fund as well as out of it. Transfers 
In do not represent new resources for the institution, but they often represent re- 
sources that are available for the first time due to the expiration of an agreement 
that they will not be used prior to a certain date or subsequent to the happening of 
a particular event. 

The following are examples of Transfers In: 

• Expired Term Endowment— Funds that are transferred by the Current Fund 
from the Term Endowment Funds. A term endowment stipulates that the 
principal must be kept intact, except that upon the passage of a stated period of 
time or the happening of a particular event, all or part of the principal may 
be expended. In this case, the conditions of the term-endowment agreement 
are met, and the funds are transferred into the Current Fund and are 
available for use. 
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Terrnination of Annuity Agree?ne7it-'\Jpon the termination of an annuity 
agreement^ the principal of the annuity fund is transferred to the fund 
group specified by the originator or^ in the absence of such a restriction, to 
unrestricted Current Funds revenues. 

Gains Utilized on Endow??ie?it—'\Ji\dtv the total-return concept of reporting 
endowment earnings, a portion of the gains of endowment or quasi- 
endowment funds investments may be utilized for current operations. The 
portion that is utilized is reported as a transfer in rather than as a Current 
Fund revenue. 

Redesignation of Fw??^/^— Unrestricted funds that previously have been 
designated by the governing board for use in one of the other fund groups 
(and not expended) may be redesignated for use in the Current Fund. Such 
a redesignation of funds should be reported as a transfer in. 
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Expenditures and Mandatory Transfers 



This chapter contains (1) refined and expanded definitions of the standard expendi- 
ture categories such as instnaction, research^ and public service^ and (2) a detailed 
look-up table fi)r assigning activities, organizational units, and items of expenditure 
to appropriate subcategories. The category definitions are consistent with earlier 
publications based on the Joint Accounting Group (JAG) Guidelines, namely:- 

1. Audits of Colleges and Universities (1973), as amended by "Statement of 
Position 74-8'' (1974), by the American Institute of Certified Public 
Accountants (AICPA). 

2. College and University Business Administration (1974), by the National 
Association of College and University Business Officers (NACUBO). 

3. Higher Education Finance Manual {1975% by the National Center for Higher 
Education Management Systems (NCHEMS). 

NACUBO and NCHEMS recommend the following: 

1 . If any postsecondary education institution or agency collects or reports 
institutional expenditure data at a level below the category level (instruction, 
research, public service, etc.), then the subcategories and related definitions 
herein should be used. 



NOTE: This chapter is identical to chapter 7 of Administrative Service, supplement 5:2:1 (NACUBO 1978). 



2. If an activity look-up table is referred to by any postsecondary education in- 
stitution or agency for guidance in classifying institutional expenditure data, 
then the look-up table herein should be used. 

The reasons for documenting these definitions and the look-up table are that 
there have been no standard subcategories and reference tables (although the 
original Higher Education Fi?iance Ma?iual did present subcategory definitions that 
were recommended when that publication was issued). That is, subcategories 
have been created independently or by using the NCHEMS Program Classification 
Structure (PCS) to provide surrogate subcategories, and there are many look-up 
tables, probably no two of which are the same. The purpose of these recommen- 
dations, therefore, is to standardize the subcategory definitions and the look-up 
table for use by all postsecondary education institutions and agencies. 

Expenditure Categories 

INSTRUCTION 

This category should include expenditures for all activities that are part of an 
institution's instruction program. Expenditures for credit and noncredit courses, 
for academic, vocational, and technical instruction, for remedial and tutorial in- 
struction, and for regular, special, and extension sessions should be included. 

Expenditures for departmental research and public service that are not sepa- 
rately budgeted should be included in this classification. This category excludes 
expenditures for academic administration when the primary assignment is adminis- 
tration—for example, academic deans. However, expenditures for department 
chairmen, in which instruction is still an important role of the administrator, are 
included in this category. 

This category includes the following subcategories: 

General Academic I?tstructio?u Includes expenditures for formally organized 
and/or separately budgeted instructional activities that are: (1) carried out during 
the academic year (as defined by the institution), (2) associated with academic 
offerings described by HEGIS discipline categories 0100 through 4900, and 
(3) offered for credit as part of a formal postsecondary education degree or certifi- 
cate program. Open university, short courses, and home study activities falling 
within these HEGIS categories and offered for credit would therefore be included. 
However, this subcategory does not include instructional offerings that are part of 
programs leading toward degrees or certificates at levels below the higher education 
level, such as adult basic education. 

Vocatio7ial/Technical Instruction. Includes expenditures for formally organized 
and/or separately budgeted instructional activities that are: (1) carried out during 
the academic year (as defined by the institution), (2) usually associated with 
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HEGIS discipline categories 5000 through 5500, and (3) offered for credit as part 
of a formal postsecondary-education degree or certificate program. Open university, 
short courses, and home study falling within these HEGIS categories and offered 
for credit would therefore be included. However, this subcategory dots not include 
instructional offerings that are part of programs leading toward degrees or certifi- 
cates at levels below the higher education level, such as adult basic education. 

Special Session Instruction. Includes expenditures for formally organized and/or 
separately budgeted instructional activities (offered either for credit or not for 
credit) that are carried out during a summer session, interim session, or other 
period not common with the institution's regular term. This subcategory is to be 
used to classify expenditures made solely as a result of conducting a special session 
(such as faculty salaries associated with the special session). Special sessions would 
wor include regular academic terms held during the summer months. Expenditures 
for special sessions conducted over a fiscal year-end should be reported totally 
within the fiscal year in which the program is predominantly conducted. The 
revenues and expenditures for any special session should be reported in the same 
fiscal year. This procedure for reporting expenditures of special sessions is an 
allowable exception to reporting expenditures on an accrual basis. 

Community Education. Includes expenditures formally organized and/or sepa- 
rately budgeted instructional activities that do not generally result in credit toward 
any formal postsecondary degree or certificate. It includes noncredit instructional 
offerings carried out by the institution's extension division as well as noncredit 
offerings tbar arc part of ihe adul^ education or continuing education program. 
This subcategory also includes expenditures for activities associated with programs 
leading toward a degree or certificate at a level below the higher education levels 
such as adult basic education. 

Preparatory/Remedial Instruction. Includes expenditures for formally organized 
and/or separately budgeted instructional activities that give students the basic 
knowledge and skills required by the institution before they can undertake formal 
academic coursework leading to a postsecondary degree or certificate. Such activi- 
«-«.ties5^supplementaUo-the-nl3rmal-aGademiG'program5-gener-all^^^ 
tory, remedial, developmental, or special educational services. These instructional 
offerings may be taken prior to or along with the coursework leading to the degree 
or certificate. They are generally noncredit offerings, although in some cases credit 
may be given and credit requirements for the degree or certificate increased accord- 
ingly. Only offerings provided specifically for required preparatory or remedial 
skills or knowledge should be included in this category. For example, if students 
may satisfy preparatory requirements by taking offerings provided primarily for 
other than remedial or preparatory purposes, those offerings should be classified 
appropriately elsewhere. 
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RESEARCH 

This category should include all expenditures for activities specifically organ- 
ized to produce research outcomes, whether commissioned by an agency external 
to the institution or separately budgeted by an organizational unit within the 
institution. Subject to these conditions, it excludes expenditures for individual 
and/or project research as well as those of institutes and research centers/This 
category does not include all sponsored programs (training grants are an example) 
nor is it necessarily limited to sponsored research, since internally supported 
research programs, if separately budgeted, might be included in this category 
under the circumstances described above. Expenditures for departmental research 
that are separately budgeted specifically for research are included in this category. 

This category includes the following subcategories: 

Institutes and Research Centers. Includes expenditures for research activities 
that are part of a formal research organization created to manage a number of 
research efforts. While this subcategory includes agricultural experiment stations, it 
does not include the twenty federally funded research and development centers, 
which should be classified as independent operations. (These centers are listed in 
the section "Independent Operations.") 

Individual and Project Research, Includes expenditures for research activities 
that normally are managed within academic departments. Such activities may 
have been undertaken as the result of a research contract or grant or through a 
specific allocation of the institution's general resources. 

PUBLIC SERVICE 

This category should include funds expended for activities that are established 
primarily to provide noninstructional services beneficial to individuals and groups 
external to the institution. These activities include community service programs 
(excluding instructional activities) and cooperative extension services. Included in 
this category are conferences, institutes, general advisory services, reference 
bureaus, radio^andlde^ 
particular sectors of the community. 

This category includes the following subcategories: 

Community Service, Includes expenditures for activities organized and carried 
out to provide general community services, ^xc/wc/m^ instructional activities. 
Community service activities make available to the public various resources and 
special capabilities that exist within the institution. Examples include conferences 
and institutes, general advisory services and reference bureaus, consultation, 
: testing services (e.g., soil testing, carbon dating, structural testing), and similar 
activities. The activities included in this subcategory are generally sponsored and 
managed outside the context of both the agricultural and urban extension pro- 
grams and of the institution's public broadcasting operation. 
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Cooperative Extension Service. Includes expenditures for noninstructional 
public service activities established as the result of cooperative extension efforts 
between the institution and outside agencies such as the U.S. Department of 
Agriculture's extension service and the affiliated state extension services. This 
subcategory is intended primarily for land-grant colleges and universities and 
includes both agricultural extension and urban extension services. The distin- 
guishing feature of activities in this subcategory is that programmatic and fiscal 
control is shared by the institution with the U.S. Department of Agriculture's ex- 
tension service, the related state extension services, and agencies of local 
government. 

Public Broadcasting Services. Includes expenditures for operation and main- 
tenance of broadcasting services operated outside the context of the institution's 
instruction, research, and academic support programs. Thus excluded from this 
subcategory are broadcasting services conducted primarily in support of in- 
struction (which should be classified in" the subcategory ''Ancillary Support'*), 
broadcasting services that are primarily operated as a student service activity 
(which should be classified in the subcategory "Social and Cultural 
Development"), and broadcasting services that are independent operations (which 
should be classified in the subcategory "Independent Operations/Institutional"). 



ACADEMIC SUPPORT 

This category should include funds expended primarily to provide support 
services for the institution's primary missions— instruction, research, and public 
service. It includes: (1) the retention, preservation, and display of educational 
materials— for example, libraries, museums, and galleries; (2) the provision of 
services that directly assist the academic functions of the institution, such as 
demonstration schools associated with a department, school, or college of educa- 
tion; (3) media such as audiovisual services and technology such as computing 
support; (4) academic administration (including academic deans but not depart- 
ment-Ghaippersons)-and-personneUdevelopm-^nt^providing^administration.suppor.t 
and management direction to the three primary missions; and (5) separately 
budgeted support for course and curriculum development. For institutions that 
currently charge certain of the expenditures— for example, computing support- 
directly to the various operating units of the institution, such expenditures are not 
reflected in this category. 

This category includes the following subcategories: 

Libraries. Includes expenditures for organized activities that directly support 
the operation of a catalogued or otherwise classified collection. 

Museums and Galleries. Includes expenditures for organized activities that 
provide for the collection, preservation, and exhibition of historical materials, art 
objects, scientific displays, etc. Libraries are 




Educational Media Services. Inclnd^^^ for organized activities 

providing audiovisual and other services that aid in the transmission of information 
in support of the institution's instruction, research^ and public service programs, ^^^^^^^^^^^^ r: 

Academic Computing^^ S^ for formally organized 

amifer budgeted activities that provide computing support to the three primary 
programs Excluded from this category is administrative data processing, which is 
classified as institutional support. 

Ancillary Support. Includes expenditures for organized activities that provide 
support services to the three primary programs but that are not appropriately clas- 
sified in the previous subcategories. Ancillary support activities usually provide a 
mechanism through which students can gain practical experience. An example of 
ancillary support is a demonstration school associated with the School of Education. 
However, the expenditures of teaching hospitals are ^xc/wc/igc/. 

Academic Administration. Includes expenditures for activities specifically 
designed and carried out to provide administrative and management support to 
the academic programs. This subcategory is intended to separately indentify only 
expenditures for activities formally organized and/or separately budgeted for aca- 
demic administration. It includes the expenditures of academic deans (including 
deans of research, deans of graduate schools, and college deans), but does not include 
the expenditures of departmental chairman (which are included in the appropriate 
primary function categories). It also includes expenditures for formally organized 
and/or separately budgeted academic advising. Expenditures associated with the 
office of the chief academic officer of the institution are worincluded in this sub- 
category but should be classified as institutional support. 

Academic Personnel Development. Includes txp(^nd^ for activities that 
provide the faculty with opportunities for personal and professional growth and 
development to the extent that such activities are formally organized and/or 
separately budgeted. This subcategory also includes formally organized and/or 
separately budgeted activities that evaluate and reward professional performance 
of the faculty. Included in this subcategory are sabbaticals, faculty awards, and 

organized-faculty-development^programs , , 

Course and Curriculum Development. Includes expenditures for activities 
established either to significantly improve or to add to the institution's instruc- 
tional offerings, but only to the extent that such activities are formally organized 
and/or separately budgeted. 

STUDENT SERVICES 

This category should include funds expended for.offices of admissions and ;; 
registrar and those activities whose primary purpose is to contribute to the student's^^ ^^^^ : • ■ 
emotional and physical well-being and to his or her intellectual, cultural, and social 
development outside the context of the formal instruction program. It includes 
expenditwes for student activities, cultural events, student newspaper, intramural 



60 



athletics, student organizations, intercollegiate athletics (if the program is operated 
as an integral part of the Department of Physical Education and not as an essentially 
self-supporting activity), counseling and career guidance (excluding informal 
academic counseling by the faculty), student aid administration, and student 
health service (if not operated as an essentially self-supporting activity). 
This category includes the following subcategories: 

Student Services Administration, Includes expenditures for organized adminis- 
trative activities that provide assistance and support {excluding academic support) 
to the needs and interests of students. This subcategory includes only administra- 
tive activities that support more than one subcategory of student activities and/or 
that provide central administrative services related to the various student service 
activities. In particular, this subcategory includes services provided for particular 
ryp^s of students (e.g., minority students, veterans, and handicapped students). 
Excluded Jrom this subcategory are activities of the institution's chief administra- 
tive officer for student affairs, whose activities are institutionwide and, therefore, 
should be appropriately classified as institutional support. 

Social and Cultural Development. Includes expenditures for organized activities 
that provide for the students' social and cultural development outside the formal 
academic program. This subcategory includes cultural events, student newspapers, 
intramural athletics, student organizations, etc. Expenditures for an intercollegiate 
athletics program would be included in this subcategory if the program is not 
operated as an essentially self-supporting operation (in which case the related 
expenditures would be reported as auxiliary enterprises). 

Counseling and Career Guidance, Includes expenditures for formally organized 
placement, career guidance, and personal counseling services for students. This 
subcategory includes vocational testing and counseling services and activities of 
the placement office. Excluded from this subcategory are formal academic counsel- 
ing services (instruction) provided by the faculty in relation to course assignments. 

Financial Aid Administration. Includes ^xptndiiuvts for activities that pro- 
vide financial aid services and assistance to students. This subcategory does not 
include.Qutright grants, to students, which shquld be classified as scholarships and 
fellowships. 

Student Admissions. Includes expenditures for activities related to (1) the 
identification of prospective students, (2) the promotion of attendance at the insti- 
tution, and (3) the processing of applications for admission. . 

Student Records. Includes expenditures for activities to maintain, h&ndle, and 
update records for currently enrolled students as well as for students who were 
previously enrolled. 

Student Health ^^rac^s. Includes expenditures for organized student health 
services that are not self-supporting rather than those organized as auxiliary 
enterprises. 
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INSTITUTIONAL SUPPORT 



This category should include expenditures for: (1) central executive-level 
activities concerned with management and long-range planning of the entire 
institution, such as the governing board, planning and programming, and legal 
services; (2) fiscal operations, including the investment ofilce; (3) administrative 
data processing; (4) space management; (5) employee personnel and records; 
(6) logistical activities that provide procurement, storerooms, safety, security, 
printing, and transportation services to the institution; (7) support services to 
faculty and staff that are not operated as auxiliary enterprises; and (8) activities 
concerned with community and alumni relations, including development and 
fund raising. 

Appropriate allocations of institutional support should be made to auxiliary 
enterprises, hospitals, and any other activities not reported under the Educational 
and General heading of expenditures. 

This category includes the following subcategories: 

Executive Management, Includes expenditures for all central, executive-level 
activities concerned with management and long-range planning for the entire insti- 
tution (as distinct from planning and management for any one program within the 
institution). This subcategory includes such operations as executive direction 
(e.g., governing board), planning and programming, and legal operations. 

Fiscal Operations. Includes expenditures for operations related to fiscal control 
and investments. It includes the accounting office, bursar, and internal and external 
audit and also includes such "financial" expenses as allowances for bad debts and 
short-term interest expenses. 

General Administration and Logistical Services, Includes expenditures for 
activities related to general administrative operations and services (with ^the 
exception of fiscal operations and administrative data processing). Included in this 
subcategory are personnel administration, space management, purchasing and 
maintenance of supplies and materials, campuswide communication and trans- 
portation services, general stores, printing shops, and safety services. 

services that provide support for institutionwide administrative functions. 

Public Relations/Development, Includes expenditures for activities to maintain 
relations with the community, alumni, or other constituents and to conduct 
activities related to institutionwide development and fund raising. 

OPERATIONS AND MAINTENANCE OF PLANT 

This category should include all expenditures of current operating funds for 
the operation and maintenance of physical plant, in all cases net of amounts charged 
to auxiliary enterprises, hospitals, and independent operations. It does not include 
expenditures from the institutional plant fund accounts. It includes all expenditures 
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for operations established to provide services and maintenance related to grounds 
; and facilities. Also included are utilities, fire protection, property insurance, and 
similar items. 
' V This category includes the following subcategories: 
Physical Plant Administration. Includes expenditures for administrative 
activities that directly support physical plant operations. Activities related to the 
development of plans for plant expansions or modification, as well as plans for 
new construction, should also be included in this subcategory. 

Buildi?ig Maintenance. Includes expenditures of activities related to routine 
repair and maintenance of buildings and other structures, including both normally 
recurring repairs and preventive maintenance. 

Custodial Services. Includes expenditures related to custodial services in 
buildings. 

Utilities. Includts expenditures related to heating, cooling, light and power, 
gas, water, and any other utilities necessary for operation of the physical plant. 

Landscape and Grounds Maintenance. Includes expenditures related to the 
operation and maintenance of landscape and grounds. 

Major Repairs and Renovations. Includes expenditures related to major repairs, 
maintenance, and renovations. Minor repairs should be classified in the sub- 
category "Building Maintenance." The distinction between major repairs and 
minor repairs should be defined by the institution. 

SCHOLARSHIPS AND FELLOWSHIPS 

This category should include expenditures for scholarships and fellowships in 
the form of outright grants to students selected by the institution and financed from 
current funds, restricted or unrestricted. It also should include trainee stipends, 
prizes, and awards, except trainee stipends awarded to individuals who are not 
enrolled in formal course work, which should be charged to instruction, research, 
or public service as appropriate. If the institution is given custody of the funds, 
but-is-not-allowed-to-select^the-reGipient-o&the-grant--^for-example,-fe^ 
Educational Opportunity Grants program or ROTC scholarships— the funds 
should be reported in the Agency Funds group rather than in the Current Funds 
group. The recipient of an outright grant is not required to perform service to the 
institution as consideration for the grant, nor is he expected to repay the amount 
of the grant to the funding source. When services are required in exchange for 
financial assistance, as in the federal College Work-Study Program, the charges 
should be classified as expenditures of the department or organizational unit to 
which the service is rendered. Aid to students in the form of tuition or fee remis- 
sions also should be included in this category. However, remissions of tuition or 
fees granted because of faculty or i;: afF status, or family relationship of students to 
faculty or stafF, should be recorded as stafFbenefit expenditures in the appropriate 
functional expenditure category. 



This category includes the following subcategories: 

Scholarships. Includes outright grants-in-aid, trainee stipends, tuition and fee 
waivers, and prizes to undergraduate students. 

Fellowships. Includes outright grants-in-aid and trainee stipends to graduate 
students. It does not include funds for which services to the institution must be 
rendered, such as payments to graduate students for teaching. 

MANDATORY TRANSFERS 

This categoiy should include transfers from the Current Funds group to other 
fund groups arising out of (1) binding legal agreements related to the financing of 
educational plant, such as arnounts for debt retirement, interest, and required 
provisions for renewals and replacements of plant, not financed from other 
sources, and (2) grant agreements with agencies of the federal government, 
donors, and other organizations to match gifts and grants to loan and other funds. 
Mandatory transfers may be required to be made from either unrestricted or 
restricted current funds. 

This category includes the following subcategories: 

Provision for Debt Service on Educational Plant. Includes mandatory debt 
service provisions relating to academic buildings, including (1) amounts for debt 
retirement and interest and (2) required provisions for renewals and replacements, 
to the extent not financed ifrom other sources. 

Loan Fund Matching Grants. Includes mandatory transfers to loan funds re- 
quired to match outside gifts or grants, usually from the U.S. government. 

Other Mandatory Transfers. Includes all mandatory transfers not included in 
the above subcategories. 

NONMANDATORY TRANSFERS 

This category should include those tranfers from the Current Funds group to 
other^fund-groupS'.made'-at-the^discretion.o&the-governing-board-to.senve.a-variety^ 
of objectives, such as additions to loan funds, additions to quasi-endowment funds, 
general or specific plant additions, voluntary renewals and replacements of plant, 
and prepayments on debt principal. 

AUXILIARY ENTERPRISES 

; An auxiliary enterprise is an entity that exists to furnish goods or services to 
students, faculty, or staff and that charges a fee directly related to, although not 
necessarily equal to, the cost of the goods or services. The distinguishing character- 
istic of auxiliary enterprises is that they are managed as essentially self-supporting 
activities. Examples are residence halls, food services, intercollegiate athletics (only 
if essentially self-supporting), college stores, faculty clubs, faculty and staff parking. 



and faculty housing. Student health services, when operated as an auxiliary enter- 
prise, also should be included. The general public may be served incidentally by 
auxiliary enterprises. Hospitals, although they may serve students, faculty, or 
stafT, are separately classified because of their relative financial significance. 

This category includes all expenditures and transfers relating to the operation 
of auxiliary enterprises, including expenditures for operation and maintenance of 
plant and for institutional support; also included are other direct and indirect costs, 
whether charged directly as expenditures or allocated as a proportionate share of 
costs of other departments or units. 

Expenditures of auxiliary enterprises are identified by using the same general 
criteria as for educational and general expenditures to distinguish them from 
transfers. Mandatory transfers follow the same criteria of identification as for edu- 
cational and general mandatory transfers to distinguish them from expenditures 
and nonmandatory transfers. Nonmandatory transfers follow the same criteria of 
identification as for educational and general nonrnandatory transfers to distinguish 
them from expenditures and mandatory transfers. 

This category includes the following subcategories: 

Auxiliary Enterprises— Student. Includes expenditures for auxiliary enterprise 
activities primarily intended to furnish services to students. A student health 
service, when operated as an auxiliary enterprise, would be included. However, 
intercollegiate athletics are^jcc/wcfec/ from this category. 

Auxiliary Enterprises— Faculty/Staff Includes expenditures for auxiliary enter- 
prise activities primarily intended to provide a service to the faculty and/or staff. 
Such activities include the faculty club, faculty-staff parking, and faculty housing. 

Intercollegiate Athletics. Includes expenditures for the intercollegiate sports 
program when that program is operated in accordance with the definition of an 
auxiliary enterprise (essentially self-supporting). 

Mandatory Transfers/Auxiliary Enterprises. Includes mandatory transfers 
relating to auxiliary enterprises, including amounts set aside for (1) debt retirement 
and interest, and (2) required provisions for renewals and replacements, to the 
extent, not _financed from _other sQurces. ^ 

HOSPITALS 

This category includes all expenditures and transfers associated with the 
patient care operations of the teaching hospital, including nursing and other pro- 
fessional services, general services, administrative services, fiscal services, and 
charges for physical plant operations and institutional support. Also included are 
other direct and indirect costs, whether charged directly as expenditures or allo- 
cated as a proportionate share of costs of other departments or units. Expenditures 
for those activities which take place within the hospital, but which are categorized 
more appropriately as instruction or research, should be excluded from this cate- 
gory and accounted for in the appropriate categories. 
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Expenditures of^ hospitals are identified by using the same general criteria as 
for educational and general expenditures to distinguish them from transfers; 
Mandatory transfers SoWov/ the same criteria of identification as for educational 
and general mandatory transfers to distinguish them from expenditures and non- 
mandatory transfers. 

This category includes the following subcategories: 

Direct Patient Care, Includes expenditures for direct patient care such as pre- 
vention, diagnosis, treatment^ and rehabilitation. Patient care activities solely for 
the benefit of the institution's students should be classified as student services. 

Health care Supportive Services, Includes expenditures for organized activities 

(1) that are unique to a teaching hospital, health sciences center, or clinic and 

(2) that directly support the provision of health but cannot themselves be con- 
sidered part of the provision of direct patient care. Included in this subcategory 
would be such activities as the pharmacy, blood bank, and X-ray services. 

Administration of Hospitals, Includes expenditures for both the day-to-day 
functioning and the long-range viability of the hospital, ^jcc/wc/m^ physical plant 
operations. 

Physical Plant Operations for Hospitals, Includes expenditures for activities 
related to maintaining the grounds and facilities of the hospital as well as providing 
utility services. 

Mandatory Transfers/Hospitals, Includes mandatory transfers relating to 
hospitals, including amounts for (1) debt retirement and interest and (2) required 
provisions for renewals and replacements, to the extent not financed from other 
sources. 

INDEPENDENT OPERATIONS | 

This category includes expenditures and transfers of those operations which 
are independent of, or unrelated to, but which may enhance the primary mission 
of the institution. This category generally is limited to expenditures associated 
^with--.major_federaIIy_fxinded_ieseai:chJabmatojd^^^ 

expenditures associated with property owned and managed as investments of the 
institution's endowment funds. 

Expenditures of independent operations are identified by using the same general 
criteria as for educational and general expenditures to distinguish them froni 
transfers. Mandatory transfers follow the same criteria of identification as for 
educational and general mandatory transfers to distinguish them from expenditures 
and nonmandatory transfers. 

This category includes the following subcategories: 

Independent Operations/Institutional Includes those separately organized 
operations that are owned or controlled by the institution but that are unrelated to, 
or independent of, the institution's missions. This subcategory generally includes 
commercial enterprises operated by the institution but not established to provide 



services to students, faculty, or staff or to provide support to one or more of the 
institution's missions. Activities operated as auxiliary enterprises (i.e., those 
established to provide a service to the students, faculty, or staff and charging a fee 
related to the cost of the service) are excluded from this subcategory. In addition, 
operations with commercial aspects but primarily supporting instruction, 
research, and/or public service (e.g., hospitals and ancillary support activities) 
should be excluded. Also excluded are activities operated as part of the institution's 
endowment funds. 

Independent Operations/FFRDCs, Specifically included here are the twenty 
federally funded research and development centers listed belowj all other insti- 
tutionally operated research centers, however, should be classified within the sub- 
category 'institutes and Research Centers" of the category ^'Research." 

Ames Laboratory, Iowa State University 

Applied Physics Laboratory, The Johns Hopkins University 

Argonne National Laboratory, The University of Chicago and 

Argonne Universities Association 
Brookhaven National Laboratory, Associated Universities, Inc. 
Center for Naval Analyses, The Uriiiversity of Rochester 
Cerro Tololo Inter-American Observatory, Association of Universities for 

Research in Astronomy, Inc. 
E.O. Lawrence Berkeley Laboratory, University of California 
E.O. Lawrence Livermore Laboratory, University of California 
Fermilab, Universities Research Association, Inc. 
Jet Propulsion Laboratory, California Institute of Technology 
Kitt Peak National Observatory, Association of Universities for 

Research in Astronomy, Inc. 
Lincoln Laboratory, Massachusetts Institute of Technology 
Los Alamos Scientific Laboratory, University of California 
National Astronomy and Ionosphere Center, Cornell University 
National.Center for Atmospheric Rese Univers ity Corporati on for 

Atmospheric Rei^earch 
National Radio Astronomy Observatory, Associated Universities, Inc. 
Oak Ridge Associated Universities* Oak Ridge Associated Universities 
Plasma Physics Laboratory, Princeton University 
Space Radiation Effects Laboratory, College of William and Mary 
Stanford Linear Accelerator Center, Stanford University 
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7,9 



Activity Look-Up Table 



The look-up table consists of an alphf^betical list of common activities^ organi- 
zational units, position titles, and types of expenditures, each associated with one 
or more expenditure categories and one or more subcategories. It has been 
designed to be used in conjunction with the preceding definitions and to provide a 
quick reference for the assignment of activities. Since institutional organization 
structures and management practices vary considerably, many items in a particular 
institution could bo assigned to a different expenditure category or subcategory 
than the one or ones designated in the look-up table. However, the assignments in 
the table indicate the general practice of postsecondary institutions. Such potential 
variability indicates that the look-up table should be used only after a thorough 
study of the subcategory definitions, and in conjunction with those definitions. 

The category/subcategory designations are abbreviations, a list of which pre- 
cedes the table. When more than one expenditure category/subcategory is listed and 
separated by commas, it indicates that the activity can be classified in more than 
one of the categories/subcategories listed. An example is **Ofr-campus Instruction," 
which can be classified in any of the subcategories General Academic Instruction, 
Vocational/Technical Instruction, Special Session Instruction, Community 
Education, or Preparatory/Remedial Instruction, depending on the objective and 
orientation of the instructional activity. When multiple subcategories are separated 
by the word or instead of a comma, it indicates that the activity should be assigned 
to one or the other category (not both). An example is "Student Health Service," 
which can be organized (and therefore appropriately classified) either as a student 
service or as an auxiliary enterprise. 

Two designations used in the look-up table do not represent the names of JAG 
categories/subcategories. They are: 

1. Not a Current Funds Expenditure or Transfer, This designation applies to 
items that are considered neither expenditures nor transfers (e.g., an appro- 

pr.iationJapse)-andJtems-that-.are-.not-.expe.nditures-oLcurrent-.funds«(e.g.5 

BEOGs, which are agency fund expenditures). 

2. Distributed Among Categories. This designation indicates items that should 
be distributed across numerous expenditure categories/subcategories. An 
example is "Fringe Benefits," which should be distributed to the category/ 
subcategory to which the employee's activities and salary are assigned. 
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Abbreviations for Coding 

General Academic Instruction .Ins/Gen Acad 

Vocational/Technical Instruction Ins/VoTech 

SpecirU Session Instruction Ins/SpecSession 

Community Education Ins/CommEd 

Preparatory/Remedial Instruction Ins/PrepRemed 

Institutes and Research Centers Res/Inst and RC 

Individual and Project Research Res/Indiv and ProjRes 

. Community Service PubSvc/CommSvc 

Cooperative Extension Service PubSvc/CoopExtSvc 

Public Broadcasting Services PubSvc/PubBrdcstSvc 

Libraries AcadSupp/Lib 

Museums and Galleries AcadSupp/Mus and Gal 

Educational Media Services AcadSupp/EdMedbSvc 

Academic Computiijg Support AcadSupp/AcadComputSvc 

Ancillary Support AcadSupp/AncillSupp 

Academic Administration AcadSupp/AcadAdmin 

Academic Personnel Development AcadSupp/AcadPersDev 

Course and Curriculum Development AcadSupp/Course and CurricDev 

Student Services Administration StudSvc/StudSvc Admin 

Social and Cultural Development StudSvc/Soc and CulDev 

Counseling and Career Guidance StudSvc/Coun and CareerGuid 

Financial Aid Administration Stud Svc/Fin an Aid Admin 

Student Admissions StudSvc/StudAdmis 

Student Records StudSvc/StudRecords 

Student Health Services StudSvc/StudHhhSvc 

Executive Management InstSupp/ExecMgt 

Fiscal Operations InstSupp/FisOps 

General Administration and Logistical Services InstSupp/GenAdminLogSvc 

Administrative Computing Support InstSupp/AdminComputSvc 

Public Relations/Development InstSiipp/PubRel and Dev 



**^P"IiyScarPlanrram ~ 

Building Maintenance O^MPlt/BldgMaint 

Custodial Services O&MPlt/CustSvc 

Utilities .O&MPlt/Utilities 

Landscape and Grounds Maintenance O&MPlt/Land and GrdMaint 

Major Repairs and Renovations O&MPlt/MajorRepairs and Ren 

Scholarships Schshps and Fellow/Schshps 

Fellowships Schshps and Fellow/Fellow 

Provision for Debt Service on Educational Plant .... MandTrans/DebtSvc-EducPlt 

Loan Fund Matching Grants MandTrans/LoanFundMatchingGrants 

Other Mandatory Transfers MandTrans/OtherMandTrans 

' Nonmandatory Transfers NonMandTrans/NonMandTrans 
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Auxiliary Enterprises-Student ......... ... . Auj:Ent/AuxEnt-Stud 

Auxiliary Enterprises- Faculty/Staff AuxEnt/AuxEnt-Fac-Staff 

Intercollegiate Athletics AuxEnt/IntercollAth 

Mandatory Transfers/Auxiliary Enterprises AuxEnt/MandTrans 

Direct Patient Care Hosp/DirPatCare 

Health Care Supportive Services Hosp/HlthCareSuppSvc 

Administration of Hospitals Hosp/ Admin for Hosp 

Physical Plant Operations for Hospitals Hosp/PhyPltOp for Hosp 

Mandatory Transfers/Hospitals Hosp/MandTrans 

Indepentlont Operations— Institutional IndOps/IndOps-Institutional 

Independent Operations-FFRDCs IndOps/IndOps-FFRDCs 

Not a Current Funds Expenditure or Transfer NotCurrentFundsExpenTrans 

Distributed Among Categories DistAmongCategories 



Activity Look-Up Table 

Academic Administration AcadSupp/ Acad Admin 

Acadmic Advising, Formal AcadSupp/ AcadAdmin 

Academic Advising; Informal Ins/GenAcad, Ins/VoTech, Ins/SpecSession, 

Ins/Prep/Remed, Ins/CommEd 

Academic Associate Degrees . Ins/GenAcad 

Academic Computing Services AcadSupp/ AcadComputSvs 

Academic Governance, Departmental .... ... .Ins/GenAcad, Ins/VoTech, Ins/CommEd 

Ins/PrepRemed, Ins/SpecSession 

Academic Governance, Institutionwide . .InstSupp/ExecMgt 

Academic Personnel Development AcadSupp/AcadPersDev 

Academic Senate • ■ ■ InstSupp/ExecMgt ^ 

Academic- Year Instruction ■ Ins/GenAcad, Ins/VoTech, 

Ins/CommEd, Ins/PrepRemed 

Accounting, Institutional ■ InstSupp/FisOps 

Accreditation Fees, Hospital Hosp/Admin for Hosp 

Accreditation Fe(:s, Institutionwide InstSupp/ExecMgt 

Accreditation Fees, Single Progra m . .... . ■ . . . Acad Supp/ Acad Admin 

; Accreditation Studies, ."TlnstSupp/ExecMgt 

Administration, Auxiliary Enterprise-related AuxEnt/AuxEnt-Stud, AuxEnt/ 

AuxEnt-Fac-Staff, AuxEnt/IntercollAth 

Administration, Budget .InstSupp/FisOps 

Administration, Hospital-related Hosp/Admin for Hosp 

•-^Administrative Computing Services ■ .InstSupp/AdminComputSvc 

Admissions ■ • . StudSvs/StudAdmis 

Adult Basic Education ....... : .Ins/CommEd 

Advanced Placement Testing StudSvc/Coun and CareerGuid 

Advertising, Institutional/Student StudSvc/StudAdmis, InstSupp/ 

PubRel and Dev, AuxEnt/IntercollAth 

or StudSvc/Soc and ClulDev 

Advising, Academic (Formal) .AcadSupp/ AcadAdmin 

Advising, Adademic (Informal). . . Ins/GenAcad, Ins/VoTech, Ins/SpecSession 

Ins/CommEd, Ins/PrepRemed 



Advisory Board, Institutional InstSupp/ExecMgt 

Affirmative Action Ofilce InstSupp/Gen AdminLogSvc 

Agricultural Experiment Station Res/Inst and RC 

Agricultural Extension Service PubSvc/CoopExtSvc 

Agriculture and Natural Resources (0100) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Air Conditioning O&MPlt/Utilities 

Airport IndOps/IndOps-Institutional 

Alumni-related InstSupp/PubRel and Dev 

American College Testing Program StudSvc/Coun and CareerGuid 

Ames Laboratory IndOps/IndOps-FFRDCs 

Analytical Studies Office InstSupp/ExecMgt 

Ancillary Seivices AcadSupp/AncillSupp 

Animal LaboriUories AcadSupp/AncillSupp 

Applied Physic,:; Laboratory IndOps/IndOps-FFRDCs 

Appropriation Lapse NotCurrentFundsExpenTrans 

Arboretum AcadSupp/AncillSupp 

Archeology Museums AcadSupp/Mus and Gal 

Architect, Campus O&MPlt/PhyPlt Admin 

Architecture and Environmental Design (0200) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Archives AcadSupp/Lib, AcadSupp/Mus and Gal 

Area Extension Programs PubSvc/CoopExtSvc 

Area Studies (0300) .Ins/GenAcad, Ins/SpecSession 

Argonne National Laboratory IndOprJIndOps-FFRDCs 

Art Appraisals AcadSupp/Mus and Gal 

Art Lending and Rental Gallerief; AcadSupp/Mus and Gal 

Art Museums AcadSupp/Mus and Gal 

Art Purchases AcadSupp/Mus and Gal 

Art Supply Stores AuxEnt/AuxEnt-Stud or 

InstSupp/GenAdminLogSvc 

Assistant to the President InstSupp/ExecMgt 

Associate Degrees, Academic Ins/GenAcad 

Associations, Student .StudSvc/Soc and CulDev 

Athletic Director AuxEnt/IntercoUAth or 

StudSvc/Soc and CulDev 
Athletic Publicity AuxEnt/IntercoUAth or 

StudSvc/Soc and CulDev 
Athletic Recruitment AuxEnt/IntercoUAth or 

StudSvc/StudAdmis 

Athletic Scholarships. . . Schshps and Fellow/Schshps 

Athletics, Intercollegiate AuxEnt/IntercoUAth or 

StudSvc/Soc and CulDev 

Athletics, Intramural StudSvc/Soc and CulDev 

Audiovisual Equipment, Rental, or Services AcadSupp/EdMediaSvc 

Audit Exception Recovery NotCiirrentFimdsExpenTrans 

Audiior— External^ Federal Grant, Internal, etc InstSupp/FisOps 

Auxiliary Enterprises— Faculty/Staff AuxEnt/AuxEnt-Fac-Staff 

Auxiliary Enterprises— Student AuxEnt/AuxEnt-Stud 

Avocational Education Ins/CommEd 

Awards, Financial (Graduate) Schshps and FeUow/Fellow 

Awards, Financial (Undergraduate) Schshps and Fellow/Schshps 
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Banking Institutes PubSvc/CommSvc 

Bargaining, Collective InstSupp/GenAdminLogSvc 

Basic Educational Opportunity Grants NotCurrentFundsExpenTrans 

Benefits, Fringe DistAmongCategories 

Benefits, SiafT DistAmongCategories 

BEOGs NotCurrentFundsExpenTrans 

Biological Sciences (0400) Ins/GenAcad, Ins/SpecSession 

Board, Coordinating InstSupp/ExecMgt 

Board of Control, Regents, Trustees, etc InstSupp/ExecMgt 

Bonding of Employees InstSupp/FisOps 

Book Appraisals AcadSupp/Mus and Gal, AcadSupp/Lib 

Book Purchases AcadSupp/Lib 

Book Repairs (e.g., binding) AcadSupp/Lib 

Bookstore, Student AuxEnt/AuxEnt-Stud 

Botanical Garden AcadSupp/AncillSupp 

Bowling Alley AuxEnt/AuxEnt-Stud or 

IndOps/IndOps-Institutional 

Broadcasting Services, Instructional AcadSupp/AncillSupp 

Broadcasting Services, Public PubSvc/PubBrdcstSvc 

Broadcasting Services, Student Club StudSvc/Soc and CulDev 

Brookhaven National Laboratory IndOps/IndOps-FFRDCs 

Budget Administration InstSupp/FisOps 

Budget Officer InstSupp/FisOps 

Budget Planning InstSupp/ExecMgt 

Building Cleaning O&MPlt/CustSvc 

Building Maintenance O&MPlt/BldgMaint 

Bureau of Business Research Res/Inst and RC 

Bureau of School Services PubSvc/CommSvc 

Bureaus, Reference PubSvc/CommSvc 

Bursar InstSupp/FisOps 

Buses InstSupp/GenAdminLogSvc 

Business and Commex-vie Technologies (5000) .Ins/VoTech, Ins/SpecSession, Ins/CommEd 

Business and Management (0500) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Business Manager (Chief Business Officer) .InstSupp/ExecMgt 

Business Offiice InstSupp/FisOps 

Business Services InstSupp/FisOps 

Campus Planning O&MPlt/PhyPlt Admin 

Campus Roads O&MPlt/Land and GrdMaint 

Campus Safety InstSupp/GenAdminLogSvc 

. Career Counseling , ■ StudSvc/Coun and CareerGuid 

Career Days StudSvc/Coun and CareerGuid 

Career Guidance StudSvc/Coun and CareerGuid 

Car Pool, Institutional InstSupp/GenAdminLogSvc 

Cash Flow Management ... InstSupp/FisOps 

Cashier ' .InstSupp/FisOps 

Catalogs, Admissions ■ ■ ■ ■ . StudSvc/StudAdmis 

Catalogs, Course (Schedule) Stud Svc/Stud Records 

Center, Behavioral Science Res/Inst and RC 

Center, Child Care ........... . . . AuxEnt/AuxEnt-Stud, 

AuxEnt/AuxEnt-Fac-StafT 

Center, Computer AcadSupp/AcadComputSvc, 

InstSupp/AdminCompmSvc 
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Center, Counseling StudSvc/Coun and CareerGuid 

Center, Dial Access AcadSupp/EdMediaSvc 

Center, Federally Funded Research 

and Development IndOps/IndOps-FFRDCs 

Center of Naval Analyses IndOps/IndOps-FFRDCs 

Center for the Study of Aging Res/Inst and RC 

Center for the Study of Democratic Institutions Res/Inst and RC 

Center, Instructional M*'.; .a AcadSupp/EdMediaSvc 

Center, Learning Resources AcadSupp/EdMediaSvc 

Center, Measurement and Testing StudSvc/Coun and CareerGuid 

Center, Multimedia AcadSupp/EdMediaSvc 

Center, Opinion Research Res/Inst and RC 

Center, Public Health Research Res/Inst and RC 

Center, Research Res/Inst and RC 

Center, Social Science Research Res/Inst and RC 

Center, Student AuxEnt/AuxEnt-Stud or 

StudSvc/Soc and CulDev 

Center, Telecommunications AcadSupp/EdMediaSvc 

Center, Women's .StudSvc/Soc and CulDev 

Central Inventory InstSupp/GenAdminLogSvc 

Ceremonies InstSupp/PubRel and Dev 

Cerro Tololo Inter-American Observatory IndOps/IndOps-FFRDCs 

Certificate Programs, Vocational Ins/VoTech 

CETA Funds DistAmongCategories 

Chairperson, Departmental Ins/GenAcad, Ins/SpecSession, Ins/VoTech, 

Ins/PrepRemed, Ins/CommEd 

Chancellor InstSupp/ExecMgt 

Cheerleading StudSvc/Soc and CulDev 

Child Care Center AuxEnt/AuxEnt-Stud, 

AuxEnt/AuxEnt-Fac-Staff 

Cleaning, Building O&MPlt/CustSvc 

Clinic > AcadSupp/AnciilSup or 

PubSvc/CommSvc 

Clinic, Student Health AuxEnt/AuxEnt-Stud or 

StudSvc/StudHlthSvc . 

Closed-circuit TV AcadSupp/EdMediaSvc 

Clubs, Alumni InstSupp/PubRel and Dev 

Clubs, Faculty AuxEnt/AuxEnt-Fac-StafF 

Clubs, Student. ' .StudSvc/Soc and CulDev 

Coaching, Intercollegiate Athletics StudSvc/Soc and Cul Dev or 

AuxEnt/IntercollAth 

Coal O&MPlt/Utilities 

Collections of Debts InstSupp/FisOps 

Collective Bargaining InstSupp/GenAdminLogSvc 

College Curriculum Committees AcadSupp/Course and CurricDev 

College Level Examination Program (CLEP). .StudSvc/Coun and CareerGuid 

College Placement Services .StudSvc/Coun and CareerGuid 

Commencements InstSupp/PubRel and Dev 

Commercial Property Rental IndOps/IndOps-Institutiona! 

Commissions, Art AcadSupp/Mus and Gal 

Committees, Curriculum AcadSupp/Course and CurricDev 

Committees, Departmental Ins/GenAcad, Ins/VoTech, Ins/CominEd, 

Ins/SpecSession, Iris/PrepRemed 
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Committees, Institutionwide InstSupp/ExecMgt 

Communications (0600) Ins/Gen Acad, Ins/SpecSession, 

Ins/PrepRemed 

Communications, External InstSupp/PubRel and Dev 

Communications Services, Internal InstSupp/GenAdminLogSvc 

Community Development Programs PubSvc/CommSvc 

Community Education Ins/CommEd 

Community Meetings PubSvc/CommSvc 

Community Outreach Health Activities PubSvc/CommSvc 

Community Public Relations InstSupp/PubRel and Dev 

Community Relations InstSupp/PubRel and Dev 

Community Service PubSvc/CommSvc 

Compensatory Education Ins/PrepRemed 

Comptroller InstSupp/FisOps 

Computer and Information Sciences (0700) Ins/GenAcad, Ins/SpecSession, 

Ins/PrepRemed 

Computing Support InstSupp/AdminComputSvc, 

AcadSupp/AcadComputSvc 

Computing Support, Academic AcadSupp/AcadComputSvc 

Computing Support, Administrative InstSupp/AdminComputSvc 

Concerts StudSvc/Soc and CulDev or 

PubSvc/CommSvc 

Conferences and Conference Centers PubSvc/CommSvc 

Construction Administration O&MPlt/PhyPlt Admin 

Construction Engineers O&MPlt/PhyPltAdmin, 

O&MPlt/MajorRepairs and Ren 
Construction Inspectors O&MPlt/PhyPltAdmin, 

O&MPlt/MajorRepairs and Ren 
Construction Projects O&MPlt/MajorRepairs and Ren or 

NotCurrentFundsExpenTrans 

Consulting, Faculty (Institutionally Funded) PubSvc/CommSvc 

Contract Administration InstSupp/FisOps 

Control, Board of ■ .InstSupp/ExecMgt 

Control, Budget InstSupp/FisOps 

Control^cFiscal InstSupp/FisOps 

Controller InstSupp/FisOps 

Convocation InstSupp/PubRel and Dev 

Cooperative Extension Service ... PubSvc/CoopExtSvc 

Coordinating Board InstSupp/ExecMgt 

Copy Center InstSupp/GenAdminLogSvc 

Cost Sharing (Research Grants) ■ Ins/GenAcad, Ins/Vo Tech, ins/CommEd, 

. Ins/SpecSession, Zns/PrepRemed or 

Res/Indiv and ProjRes 

Counseling, Academic (Formal) Acad Supp/ Acad Admin 

Counseling, Academic (Informal) .Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession, Ins/PrepRemed, 

Ins/CommEd 

Counseling and Career Guidance StudSvc/Coun and CareerGuid 



Counseling, Career .... 
Counseling Center . .... 
Counseling Groups .... 
Counseling, Guidance . . 
Counseling, Personal . . . 



. StudSvc/Coun and Can^erGuid 
. StudSvc/Coun and CareerGuid 
. StudSvc/Coun and CareerGuid 
.StudSvc/Coun and CareerGuid 
.StudSvc/Coun and CareerGuid 



Counseling, Psychological StudSvc/Coun and CareerGuid or 

StudSvc/StudHlthSvc or 
AuxEnt/AuxEnt-Stud 

Counseling, Veterans* StudSvc/Coun and CareerGuid 

Counseling, Vocational StudSvc/Coun and CareerGuid 

Counseling, Women's StudSvc/Coun and CareerGuid 

Course and Curriculum Development AcadSupp/Course and CurricDev 

Course Planning , AcadSupp/Course and CurricDev 

Course Updating Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, Ins/PrepRemed 

Courses, General Academic Ins/GenAcad 

Courses, In-service Training Ins/CommEd 

Courses, Refresher .Ins/CommEd, Ins/PrepRemed ■ 

Courses, Remedial Ins/PrepRemed 

Courses, Vocational Ins/VoTech 

Creamery AcadSupp/AncillSupp 

Credit Instruction Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession 

Credit Union IndOps/IndOps-Institutional or 

NotCurrentFundsExpenTrans 

Cultural Events StudSvc/Soc and CulDev or 

Pub Svc/CommS vc 

Cultural Groups StudSvc/Soc and CulDev 

Curriculum Committee, Evaluation, Planning, 

Research, etc. AcadSupp/Course and CurricDev 

Custodial Services O&MPlt/CustSvc 

Dairy Creameries AcadSupp/AncillSup;o 

Data Processing, Academic AcadSupp/AcadComputSvc 

Data Processing, Administrative InstSupp/AdminComputSvc 

Data Processing Technologies (5 100) Ins/VoTcch, Ins/SpecSession 

Deaf Program Coordinator StudSvc/StudSvcAdmin 

Dean, Academic AcadSupp/ Acad Admin 

Dean of a College or School AcadSupp/AcadAdmin 

Dean of Business Affairs .InstSupp/ExecMgt 

Dean of Men . StudvSvc/StudSvcAdmin 

Dean of Student Personnel Services StudSvc/StudSvcAdmin 

Dean of Students StudSvc/StudSvcAdmin 

Dean oi' the College (Provost) InstSupp/ExecMgt 

Dean of Women StudSvc/StudSvcAdmin 

Debt Collection InstSupp/FisOps 

Debt Service, Auxiliary Enterprises AuxEnt/MandTrans 

Debt Service, Educational Plant ...... ^ MandTrans/DebtSvc-EducPlt 

Debt Service, Hospitals .Hosp/MandTrans 

Debts, Provision for Bad (current fund) InstSu^;^;:'FisOps 

Debts, Provision for Bad (noncurrent fund) NotCurrentFundsExpenTrans or 

NonMandTrans/NonMandTrans 
Debts, Provision for Bad (student loan) NotCurrentFundsExpenTrans or 

NonMandTrans/NonMcindTrans 
Degree-related Instruction Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession 

Demonstration School AcadSupp/AncillSupp 

Dental Clinic AcrdSupp/AncillSupp or 

. PubSvc/CcnimSvc 



Departmental Administration Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, Ins/PrepRemed 

Departmental Chairperson Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, Ins/FrepRemed 

Departmental Committees Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, Ins/PrepRemed 

Departmental Language Laboratories Ins/GenAcad 

Departmental Library Ins/GenAcad, Ins/VoTech, Ins/PrepRemed 

Departmental Museum Ins/GenAcad 

Departmental Public Service (not separately 

organized or budgeted) Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, Ins/PrepRemed 

Departmental Research (not separately 

organized or budgeted) Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/PrepRemed 

Departments, Service DistAmongCategories 

Developmental Education Ins/PrcpReined 

Development, Faculty AcadSupp/AcadPersDev 

Development Fund Administration . . . : InstSupp/PubRel and Dev or 

InstSupp/FisOps 

Development Office InstSupp/PubRel and Dev 

Dial Access Center AcadSupp/EdMediaSvc 

Direct Patient Care Hosp/DirPatCare 

Direct Patient Care, Student Health Services AuxEnt/AuxEnt-Stud or 

StudSvc/StudHlthSvc 

Director of Development InstSupp/PubRel and Dev 

Director of Physical Plant O&MPlt/PhyPltAdniin 

Director of Special Session (Summer Session) Ins/SpecSession 

Director of Student Personnel Services StudSvc/StudSvcAdmin 

Disadvantaged Students Offiice StudSvc/StudSvcAdmin 

Disallowed Expenditure NotCurrentFundsExpenTrans 

Disbursement InstSupp/FisOps 

Divisionsil Libraries AcadSupp/Lib 

Doctoral Language Requirement Courses Ins/PrepRemed 

Dormitories AuxEnt/AuxEnt-Stud 

Dormitory Supplies AuxEnt/AuxEnt-Stud 

Driver Training Ins/CommEd 

Dues, Institutional InstSupp/ExecMgt 

Duplicating Services InstSupp/GenAdminLogSvc 

Education (0800) . • • Ins/GenAcad, Ins/SpecSession 

Education, Adult Basic > Ins/CommEd 

Education, Avocational . • Ins/CommEd 

Education, Basic Ins/CommEd 

Education, Compensatory Ins/PrepRemed 

Education, Developmental Ins/CommEd 

Education, Preparatory Ins/PrepRemed 

Education, Remedial Ins/PrepRemed 

Electricity ..... O&M Pit/Utilities 

Electronics Design Facility AcadSupp/AncillSupp 

Emeritus, President/Vice President InstSupp/ExecMgt 

Employee Records InstSupp/GenAdruinLogSvc 

Employee Relations. .InstSupp/GenAdnvinLogSvc 



Endowment Management InstSupp/FisOps 

Engineering (0900) Ins/GenAcad, Ins/SpecSession 

Engineers, Construction O&MPlt/MajorRepairs and Ren, 

O&MPlt/PhyPltAdmin 

Engineers, Power Plant O&MPlt/Utilities 

English for Foreign Students Ins/PrepRemed 

Environmental Health and Safety InstSupp/GenAdminLogSvc 

E.O. Lawrence Berkeley Laboratory IndOps/IndOps-FFRDCs 

E.O. Lawrence Livermore Laboratory IndOps/IndOps-FFRDCs 

Equal Opportunity Office InstSupp/GenAdminLogSvc 

EvalUvuion, Course AcadSupp/Course and CurricDev 

Evaluation, Curriculum AcadSupp/Course and CurricDev 

Evaluation, Faculty (by students) AcadSupp/AcadAdmin or 

AcadSupp/AcadPersDev 

Executive Assistant to President InstSupp/ExecMgt 

Executive Management InstSupp/ExecMgt 

Executive Officers InstSupp/ExecMgt 

Exhibits, Art . . AcadSupp/Mus and Gal 

Exhibits, Museum AcadSupp/Mus and Gal 

Experiment Station, Agricultural Res/Inst and RC . 

Extension;^ Agricultural PubSvc/CoopExtSvc 

Extension, Dean of AcadSupp/AcadAdmin 

Extension, 4-H PubSvc/CoopExtSvc 

Extension Instruction Ins/GenAcad, Ins/VoTech^ Ins/CommEd, 

Ins/PrepRemed 

Extension Management Information 

Systems (EMIS) PubSvc/CoopExtSvc 

Extension, Urban PubSvc/CoopExtSvc 

Extension, Youth PubSvc/CoopExtSvc 

External Auditor InstSupp/FisOps 

External Relations InstSupp/PubRel and Dev 

Fficilitating, Educational Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession, Ins/CommEd, 
Ins/PrepRemed 

Facilities Maintenance O&MPlt/BldgMaint 

Facilities Management O&MPlt/PhyPltAdmin 

Faculty and Staff Child Care AuxEnt/AuxEnt-Fac-Staff 

Faculty and Staff Development Programs AcadSupp/AcadPersDev 

Faculty and Staff Food Services AuxEnt/AuxEnt-Fac-Staff 

Faculty and Staff Health Services AuxEnt/AuxEnt-Fac-Staff or 

AuxEnt/AuxEnt-Stud or 
StudSvc/StudHlthSvc 

Faculty and Staff Recreation Center AuxEnt/AuxEnt-Fac-Staff 

Faculty Awards AcadSupp/AcadPersDev 

Faculty Club AuxEnt/AuxEnt-Fac-StafT 

Faculty Development AcadSupp/AcadPersDev 

Faculty Housing AuxEnt/AuxEnt-Fac-Staff 

Faculty Recognition Programs ■ AcadSupp/AcadPersDev 

Faculty Recruitment . . . .- Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession, Ins/CommEd, 
Ins/PrepRemed or AcadSupp/AcadAdmin 
Family Housing Office AuxEnt/AuxErit-Stud 



77 



Farm, University 

Federal Grant Auditor 

Federally Funded Research and 

Development Center 

Fee Waivers (Faculty, Staff, and Dependents) . 
Fee Waivers (Students) 

Fellowships 

Fellowships Administration 

Fermilab 

Film Series 

Financial Aid Administration 

Financial Aid Counseling 

Financial Aid (Employment) . . . 

Financial Aid (Grants) 

Financial Aid Grants Administration 

Financial Aid Loan Administration 

Financial Aid (Loans) 

Financial Aid Office 

Financial Aid Seminars 

Fineand Applied Arts (1000) 

Fire Protection 

Fiscal Control 

Fiscal Operations 

Food Service, Faculty and Staff 

Food Service, Student 

Foreign Languages ( 1 100) 

Foreign Student-related 

4-H Extension 

Fraternity Adviser 

Freight Services 

Freshman Advisers 

Fringe Benefits 

Fuel, Automotive 

Fuel, Heating 

Fuel, Power Plant 

Fund Raising 

Galleries .... 

Garage 

Gas, Natural 

Gasoline 

General Acade^'nic Instruction 

General Administration and Logistical Services 

General Adviso/y Services (Commimity) 

General Counsel 

General Education Development (GED) ..... 

General Liability Insurance 

Gift Solicitation , . . . . ...... 



AcadSupp/ Ancill Supp 
InstSupp/FisOps 

IndOps/IndOps-FFRDCs 
DistAmongCategories 
Schshps and Fellow/Schshps, 

Schshps and Fellow/Fellow 
Schshps and Fellow/Fellow 
StudSvc/FinanAidAdmin 
IndOps/IndOps-FFRDCs 
PubSvc/CommSvc or 

StudSvc/Soc and CulDev 
StudSvc/FinanAidAdmin 
StudSvc/FinanAidAdmin 
DistAmongCategories 
Schshps and Fellow/Schshps, 

Schshps and Fellow/Fellow 
StudSvc/FinanAidAdmin 
StudSvc/FinanAidAdmin 
NotCurrentFundsExpenTrans 
StudSvc/FinanAidAdmin 
StudSvc/FinanAidAdmin 
Ins/GenAcad, Ins/SpecSession, Ins/CommEd 
O&MPlt/BldgMaint 
InstSupp/FisOps 
InstSupp/FisOps 
AuxEnt/AuxEnt-Fac-Staff 
AuxEnt/AuxEnt-Stud 
Ins/GenAcad, Ins/SpecSession, 

Ins/CommEd, Ins/PrepRemed 
StudSvc/StudSvcAdmin 
PubSvc/CoopExtSvc 
StudSvc/Soc and GulDev 
InstSupp/GenAdminLogSvc 
StudSvc/StudSvcAdmin, 

StudSvc/Coun and CareerGuid 
DistAmongCategories 
InstSupp/GenAdminLogSvc 
O&MPlt/Utillies 
O&MPlt/Utilities 
InstSupp/PubRel and Dev 

AcadSupp/Mus and Gal 

InstSupp/GenAdminLogSvc 

O&MPlt/Utilties 

InstSupp/GenAdminLogSvc 

Ins/GenAcad 

InstSupp/GenAdminLogSvc 
PubSvc/CommSvc 
InstSupp/ExecMgt 
Ins/CommEd 

InstSupp/GenAdminLogSvc 
InstSupp/I *»Rcl and Dev 



Glass-blowing Shop AcadSupp/AncillSupp 

Golf Course AuxEnt/AuxEnt-Stud or 

AuxEnt/AuxEnt-Fac-StafT or 
IndOps/IndOps-Institutional 

Governing Board InstSupp/ExecMgt 

Governmental Relationships InstSupp/PubRel and Dev 

Graduate Assistants DistAmongCategories 

Graduate Library AcadSupp/Lib 

Graduation Ceremonies InstSupp/PubRel and Dev 

Grants Accounting InstSupp/FisOps • 

Grants Administration (Financial Aid) StudSvc/FinanAidAdmin 

Grants Proposal Development Ins/GenAcad, Ins/VoTech, Ins/SpecSession, 

Ins/CommEd, Ins/PrepRemed, 
Res/Indiv and Pro j Res 

Graphics, Instructional AcadvSupp/EdMediaSvc 

Grounds Maintenance 06cMPlt/Land and GrdMaint 

Handicapped Students Programs StudSvc/StudSvcAdmin 

Health Care Supportive Services (Hospital) Hosp/HlthCareSuppSvc 

Health Care Supportive Services 

(Student Health Center) StudSvc/StudHlthSvc or 

AuxEnt/AuxEnt-Stud 

Health Center, Student StudSvc/StudHlthSvc or 

AuxEnt/AuxEnt-Stud 

Health Professions (1200) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Health Services, Community AcadSupp/AncillSupp or 

PubSvc/CommSvc 

Health Services, Faculty and Staff AuxEnt/AuxEnt-Stud or 

AuxEnt/AuxEnt-Fac-Staff or 
StudSvc/StudHlthSvc 

Health Services, Psychiatric (student) StudSvc/StudHlthSvc or 

StudSvc/Coun and CareerGuid or 
AuxEnt/AuxEnt-Stud 

Health Services, Student StudSvc/StudHlthSvc or 

AuxEnt/AuxEnt-Stud 

Health Services and Paramedical 

Technologies (5200) Ins/VoTech, Ins/SpecSession, Ins/CommEd 

Heating Oil O&MPlt/Utilities 

Heating Plant ^ O&MPlt/Utilities 

High School Career Days/Nights StudSvc/StudAdmis 

High School Completion Ins/CommEd 

Home Economics (1300) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Home Study Ins/GenAcad, Ins/VoTech, Ins/CommEd, 

Ins/SpecSession, lns/PrepRe:ned 

Honors Program Ins/GenAcad, Ins/SpecSession 

Hospital Hosp/PhyPltOp for Hosp, 

Hosp/MandTrans, Hosp/DirPatCare, 
Hosp/HlthCareSuppSvc, 
Hosp/Adiriin for Hosp 

Hospital, Teaching Hosp/PhyPltOp for Hosp, 

Hosp/MandTrans, Hosp/DirPatCare, 
Hosp/HlthCareSuppSvc, 
Hcsp/Admin for Hoop 
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Hotel 

Housing Services, Faculty and Staff 
Housing Services, Student 



IndOps/IndOps-Institutional or 

AcadSupp/AncillSupp 
AuxEnt/AuxEnt-Fac-StafF 
AuxEnt/AuxEnt-Stud 



ID Cards, Employee InstSupp/GenAdminLogSvc 

ID Cards, Student StudSvc/StudRecords 

Independent Operations IndOps/IndOps-FFRDCs or 

IndOps/IndOps-Institutional 

Individual or Project Research Res/Indiv and ProjRes 

Infirmary, Student AuxEnt/AuxEnt-Stud or 

Stv.dSvc/StudHlthSvc 

Informal Academic Counseling Ins/GenAcad, InsA^oTech, Ins/SpecSession, 

Ins/CcmmEd, Ins/PrepRemed 

Insect Control O&MPlt/Land and GrdMaint, 

O&MPlt/BldgMaint 

In-service Faculty Education Programs AcadSupp/AcadPersDev 

Institute, Behavorial Science R'^s/Inst and RC 

Institute, Gerontology Res/Ih^v f^nJ RC, PubSvc/CommSvc 

Institute, Urban Affairs .Res/Inst and RC, PubSvc/CommSvc 

Institutes and Research Centers Res/Inst and RC 

Institutional Dues InstSupp/ExecMgt 

Institutional Memberships InstSupp/ExecMgt 

Institutional Research InstSupp/ExecMgt 

Instruction, Degree Ins/GenAcad, Ins/VoTech, Ins/SpecSession 

Instruction, Nondegree Ins/CommEd, Ins/PrepRemed 

Instruction, Occupational Ins/VoTech, Ins/SpecSession, Ins/CommEd 

Instruction, Remedial Ins/PrepRemed 

Instruction and Departmental Research Ins/GenAcad, Ins/SpecSession, Ins/Volech, 

Ins/CommEd, Ins/PrepRemed 

Instructional Evaluation AcadSupp/AcadPersDev, 

AcadSupp/Course and CurricDev 

Instructional Media Center AcadSupp/EdMediaSvc 

Instructional Resources Center AcadSupp/EdMediaSvc 

Insurance, Liability InstSupp/GenAdminLogSvc 

Insurance, Malpractice Hosp/Admin for Hosp, 

StudSvc/StudHlthSvc or 
AuxEnt/AuxEnt-Stud 

Insurance Management InstSupp/FisOps 

Insurance, Property O&^APlt/PhyPlt Admin 

Intercollegiate Athletics StudSvc/Soc and CulDev or 

AuxEnt/IntercoUAth 

Intercollegiate Athletics Scholarships Schshps and Fellow/Schshps 

Interdisciplinary Studies (4900) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Interest (Current Funds Loans) InstSupp/FisOps 

Interim Session Instruction Ins/SpecSession 

Interlibrary Loan Services AcadSupp/Lib 

Internal Auditor InstSupp/FisOps 

Internal Newsletters Inst Supp/PubRel and Dev 

International Affairs Conference PubSvc/CommSvc 

International Services . . . . PubSvc/CommSvc 

Interviewing, Student StudSvc/Coun and CareerGuid, 

StudSVc/StudAdmis 



Intramural Athletics 

Inventor}* Control 

Investme:at Management . 

Janitors 

Jet Propulsion Laboratory 



StudSvc/Soc and CulDev 

InstSupp/GenAdminLogSvc 

InstSupp/FisOps 

O&MPlt/CustSvc 
IndOps/IndOps-FFRDCs 



Kitt Peak National Observatory IndOps/IndOPs-FFRDCs 

Labor Relations Office InstSupp/GenAdminLogSvc 

Laboratory, Animal AcadSupp/AncillSupp 

Laboratory School AcadSupp/AncillSupp 

Landscape and Grounds Maintenance O&MPlt/Land and GrdMaint 

Landscape Architect O&MPlt/Land and GrdMaint 

Language Laboratories AcadSupp/EdMediaSvc 

Language Laboratories, Departmental Ins/GenAcad 

Lapse, Appropriation NotCurrentFundsExpenTrans 

Law ( 1400) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Learning Resources Center AcadSupp/Lib, AcadSupp/Mus and Gal, 

AcadSupp/EdMediaSvc 

Learning Skills Center AcadSupp/EdMediaSvc or Ins/PrepRemed 

Lecture Series StudSvc/Soc and CulDev or 

PubSvc/CommSvc 

Legal Services InstSupp/ExecMgt 

Legislative Liaison InstSupp/PubRel ?iid Dev 

Letters (1500) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Liability Insurance InstSupp/GenAdminLogSvc 

Libraries AcadSupp/Lib 

Library, Business • • • AcadSupp/Lib 

Library, Departmental Ins/GenAcad, Ins/V'^Tech, Ins/PrepRemed 

Library, Divisional AcadSupp/Lib 

Library, Graduate AcadSupp/Lib 

Library, Law AcadSupp/Lib 

Library, Reference Room Services AcadSupp/T..ib 

Library, Satellite AcadSupp/I. " " 

Library Science (1600) Ins/G^nAcad. i WSpecSession, Ins/CommEd 

Lincoln Laboratory Inc '^ndO^v; ■ ^RDCs 

Loan Administration (Financial Aid) Stuaovc/Finani • imin 

Loan Fund Matching Grants MandTrans/LoL*: v . ?dMatchingGra'nts 

Loans, Administration of Student StudSvc/FinanAid • ain 

Loans, Student NotCurrentFimdsE^,: • iTrans 

Logistical Services InstSupp/GenAdmii/L ^^Svc 

Long-range Planning InstSupp/ExecMgt 

Los Alamos Scientific Laboratory IndOps/IndOps-FFRDC , 

Machine Shop AcadSupp/AncillSupp or 

InstSupp/GenAdminLogSvc 

Mailing Services InstSupp/GenAdminLogSvc 

Maintenance, Facilities O&MPlt/BldgMaint 

Maintenance, Grounds O&MPlt/Land and GrdMaint 

Major Repairs and Renovations .O&MPlt/MajorRepairs and Ren 

Management, Cash Flow InstSupp/FisOps 

Management, Endowment InstSupp/FisOps 
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Management, Grants and Contracts InstSupp/FisOps 

Management, Investment InstSupp/FisOpc 

Management, Space InstSupp/GenAdminLogSvc 

Manpower Development Training Act 

(MDTA) Ins/CommEd 

Marketing (Student Recruitment) * StudSvc/StudAdmis 

Married Student Housing AuxEnt/AuxEnt-Stud 

Mathematics (1700) Ins/GenAcad, Ins/SpecSession, 

Ins/CommEd, Ins/PrepRemed 

Measurement and Testing Center StudSvc/Coun and CareerGuid 

Mechanical and Engineering 

Technologies (5300) Ins/VoTech, Ins/SpecSession, Ins/CommEd 

Media Resources AcadSupp/EdMediaSvc 

Medical Records StudSvc/StudHlthSvc or 

AuxEnt/AuxEnt-Stud or 
Hosp/HlthCareSuppSvc 

Membership, Institutional InstSupp/ExecMgt 

Military Property Custodian InstSupp/GenAdminLogSvc 

Military Sciences (1800) Ins/GenAcad, Ins/SpecSession 

Minority Affairs Office StudSvc/StudSvcAdmin 

Minority Student Organizations StudSvc/Soc and CulDev 

Motor Pool InstSupp/GenAdminLogSvc 

Movie Film Equipment AcadSupp/EdMediaSvc 

Multimedia Center AcadSupp/EdMediaSvc 

Museum AcadSupp/Mus and Gal 

Museum, Departmental Ins/GenAcad 

National Astronomy and Ionosphere. Center IndOps/IndOps-FFRDCs 

National Center for Atmospheric Research IndOps/IndOps-FFRDCs 

National Radio Astronomy Observation IndOps/IndOps-FFRDCs 

National Student Lobby (Dues) StudSvc/Soc and CulDev 

National Testing Progran.s (GRE, LSAT, etc.) StudSvc/Coun and CareerGuid 

Natural Science Technologies (5400) Ins/VoTech, Ins/SpecSession, Ins/CommEd 

Newsletters, Internal InstSupp/PubRel and Dev 

Newspaper, Faculty and Staff InstSupp/PubRel and Dev 

Newspaper, Student StudSvc/Soc and CulDev or 

AcadSupp/AncillSupp 

Newspapers (Periodical Acquisition) AcadSupp/Lib 

News Ser\'ice InstSupp/PubRel and Dev 

Noncredit Instruction Ins/CommEd, Ins/PrepRemed 

Nondegree Instruction Ins/CommEd, Ins/PrepRemed 

Nuclear Reactor AcadSupp/AncillSupp or 

IndOps/IndOps-Institutional 

Oak Ridge Associated Universities IndOps/IndOps-FFRDCs 

Occupational and Vocational Instruction ......... .Ins/VoTech 

Occupational Safety and Health (OSHA) InstSupp/GenAdminLogSvc 

Off-campus Housing Office StudSvc/StudSvcAdmin 

Off-campus Instruction Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession, Ins/CommEd, 

Ins/PrepRemed 

Off-campus Work Study (Matching Funds) Schshps and Fellow/Schshps, 

Schshps and Fellow/Fellow 
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Oil, Automotive InstSupp/GenAdminLogSvc 

Oil, Heating O&MPlt/Utnities 

Ombudsman InstSupp/ExecMgt 

Open University Ins/GenAcad, Ins/VoTech, 

Ins/SpecSession, Ins/CommEd, 

7f:s/PrepRemed 

Operation and Maintenance of Plant O&MPlt/PhyPlt Admin, 

O&MPlt/BldgMaint, O&MPlt/CustSvc, 
O&MPlt/Utilities, 
O&MPlt/Land ^nd GrdMaint, 
O&MPlt/MajorRepairs and Ren 

Organized Activities Related 

to Educational Departments AcadSupp/Ancill Supp 

. yTg3ni7.?A 'Research (Centers and Institutes) Res/Inst and RC 

Organized Research (Project) Res/Indiv and ProjRes 

Orientation, Faculty and Staff : . . . InstSupp/GenAdminLogSvc 

Orientation, Student StudSvc/Soc and CulDev 

Other Mandatory Transfers MandTrans/OtherMandTrans 

Other Separately Budgeted Research (Individual) . . .Res/Indiv and ProjRes 
-Other Separately Budgeted Research . — 

(Institutes and Centers) Res/Inst ar:d RC 

Paint Shop O&MPlt/BldgMaint 

Parent Activities InstSupp/PubRel and Dev 

Parent Confidential Statement Administration StudSvc/FinanAidAdmin 

Parking and Parking Enforcement InstSupp/GenAdminLogSvc or 

AuxEnt/AuxEnt-Stud, 
AuxEnt/AuxEnt-Fac-Staff 

Patent Atlorney . InstSupp/ExecMgt 

Patient Care StrAi% Hosp/DirPatCare 

Payments in Lieu of Taxes O&MPlt/PhyPlt Admin 

Payroll Accounting InstSupp/FisOps 

Personnel Administration, Records, etc .InstSupp/GenAdminLogSvc 

Pest Control O&MPlt/Land and GrdMaint, 

O&MPlt/BldgMaint 

Pharmacy Hosp/HlthCareSuppSvc 

Photo ID Card, Faculty and Staff InstSupp/GenAdminLogSvc 

Photo ID Card, Student StudSvc/StudRecords 

Photo Service InstSupp/GenAdminLogSvc 

Physical Planning .O&MPlt/PhyPlt Admin 

Physical Plant Administration O&MPlt/PhyPltAdmin 

Physical Plant Director O&MPlt/PhyPIt Admin 

Physical Plant Services (Auxiliary Enterprises) AuxEnt/A*uxEnt-Stud, 

AuxEnt/AuxEnt-Fac-Staff, 
AuxEnt/IntercoUAth 

Physical Plant Services (Hospitals) HospPhyPltOp for Hosp 

Physical Sciences (1900) Ins/GenAcad, Ins/SpecSession, 

Ins/CommEd, Ins/PiepRemed 

Physically Handicapped Students Advising StudSvc/StudSvcAdmin 

Physically Handicapped Students Office StudSvc/StudSvcAdmin 

Placement-related Stud Svc/Coun and CareerGuid 

Planetarium AcadSupp/AncillSupp 

Planning, Budget InstSupp/ExecMgt 



Planning, Campus • .O&MPlt/PhyPlrAdmin 

Planning, Course and Curriculum AcadSupp/Course and CurricDev 

Planning, Long-range InstSupp/ExecMgt 

Planning Office InstSupp/ExecMgt 

Planning, Physical O&MPlt/PhyPlt Admin 

Planning and Programming InsrSupp/ExecMgt 

Plasma Physics Laboratory IndOps/IndOps-FFRDCs 

Police InstSupp/GenAdminLogSvc 

Postage InstSupp/GenAdminLogSvc 

Post Office InstSupp/GenAdminLogSvc 

Power Plant O&MPlt/Utilities 

Preparatory and Adult Basic Education Ins/CommEd 

President , InstSupp/ExecMgt 

President Emeritus InstSupp/ExecMgt 

Presidential Residence O&MPlt/BldgMaint or InstSupp/ExecMgt 

Press, University AuxEnt/AuxEnt-Fac-StafF or 

AcadSupp/AncillSupp 

Pri::ting Services InstSupp/GenAdminLogSvc 

Prin*, S.'irp AcadSupp/AncillSupp or 

InstSupp/GenAdminLogSvc 

Prizes^, Graduate Schshps and Fellow/Fellow 

Prizes, Undergraduate Schshps and Fellow/Schshps 

Procurement InstSupp/GenAdminLogSvc 

Professional Development (Academic) AcadSupp/AcadPersDev 

Professional Development (Nonacademic) InstSupp/GenAdminLogSvc 

Professional Meetings (Academic) AcadSupp/AcadPersDev 

Professional Publishing (Academic) AcadSupp/AcadPersDev 

Professional Publishing (Nonacademic) AuxEnt/AuxEnt-Fac-Staff or 

AcadSupp/AncillSupp 

Professional Review Courses - Ins/SpecSession, Ins/CommEd - 

Propcny Accounting (Inventory) InstSupp/GenAdminLogSvc 

Property Control InstSupp/GenAdminLogSvc 

Property Insurance O&MPlt/PhyPh Admin 

Provision for Bad Debts (Current Funds) InstSupp/FisOps 

Provision for Bad Debts (Noncurrent Funds) NonMandTrans/NonMandTrans or 

NotCurrentFundsExpenTrans 
Provision for Bad Debts (Student Loans) NotCurrentFujidsExpenTrans or 

NonMandTrans/NonMandTrans 

Provision for Debt Service on 
Auxiliary Enterprises AuxEnt/MandTrans 

Provision for Debt Service on Educational Plant . . . .MandTrans/DebtSvc-EducPlt ^ 

Provision for Debt Service on Hospitals ■ .Hosp/MandTrans 

Provost InstSupp/ExecMgt 

Psychological Counseling, Services, Testing, etc. . . . StudSvc/Coun and CareerGuid or 

StudSvc/StudHlthSvc or 
AuxEnt/AuxEnt-Stud 

Psychology (2000) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

Public Affairs and Services (2 1 00) Ins/GenAcad, Ins/SpecSession, Ins/CommEd 

- Public Broadcasting Services ■ • PubSvc/PubBrdcstSvc 

Public Information ........ ..... . r . . . . • InstSupp/PubRel and Dev 

Public Relations . InstSupp/PubRel and Dev 

Public Service, Department (not separately 

organized or budgeted) Ins/GenAcid, ins/VoTech, 

Tns/PrepRemed 



CHAPTER V 



CONCLUSION 



The role of visuai.^- as a learning aid is undeniable; 
studies over the past few years have conclusively established 
that* What iis still interesting researchers is the way 
visual materia J is absorbed^ the ways in which visuals should 
be used/ and how they should be designed, developed and pre- 
sented ^ and research already shows that their usefulness 
notwithstanding / they should be used intelligently with a 
realistic appraisal of their uses. Clearly they are not 
endlessly applicable, nor is one type of visual useful in 
all circumstances . 

The variables are many. The subject matter influences 
the kinds of visuals used: geography, for example, is likely 
to use a large number of maps and graphs. Similarly the 
behavioural objective will have an effect: whether it is 
factual or visual information which needs to be understood, 
explained or rehearsed, and what needs to be recalled from 
the experience concepts or facts. 

The students themselves, influence not only what is 
likely to be recalled but what form the visuals should 
take. Children, for example, learn differently from adults 
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Ill 



who, because of their greater experience and knowledge, 



learn concepts with the pictures. 



Mental ability has been 



examined in its bearings on learning from visuals^ and it 
appears that high IQs learn readily from either the visual 



aids than they do from verbally emphasized work as long as 
those aids are keyed to the level of the students. Indeed/ 
visuals / in these circumstances , can act as excellent moti^ 
vational devices. 

Motivation is another variable in the effectiveness of 
visual education, as it is in most educational circles* 
Students learn any content matter much better when they are 
interested in what is before them* For this, visuals can 
be both a cause and an effect. Visual materials play an 
important role in raising motivation and interest, and the 
information they contain is better transmitted when motiva= 
tion and interest are high. This situation is achieved, 
too, when the visuals are part of a programme which is seen 
by the students to be valid and attuned to their needs ^ a 
factor especially true of adults^ and when the visuals are 
well incorporated with the material being taught. 

Cultural factors may affect what students interpret as 
important and what they see as worthwhile learning techniques. 
In addition, such factors will influence what they absorb 
from a visual. Objects and concepts which are not in their 
own culture or which that culture underempha sizes may be 



or verbal approach* 



Lower IQs achieve better from visual 
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misinterpreted, or, indeed, not noticed at all in visual 
materials. Visuals can be very effective in this context in 
realigning cultural acceptance patterns. 

The way in which the illustrations are presented is 
yet another variable. Are they to be in a programme paced 
by the teacher or one where the students work at a more 
leisurely or self ^controlled pace? whichever is chosen, 
the matter of exposure time becomes increasingly important/ 
as numerous studies have shown. A system such as charts 
allows the students to refer to the visual at any time they 
need. So, too, do textbook and workbook illustrations. 
Slides and transparencies may have much the same advantage 
if the students are given enough viewing time. Films, tele-- 
vision and the like are excellent for the presentation of 
concepts involving movement, but frame time is externally 
dictated, and the speed at which viualized information passes 
before students may become a cause of interference. 

Interference must be kept in mind when considering what 
form the visuals will take, and here one should give atten- 
tion to the ideas of design and realism* All visuals should 
be clear to all students which means that their size/ clarity/ 
spacing and color are all important. It sounds unnecessary 
to say that a picture in education should not be too small 
and should not be too large. If it is too small, many 
details will be indecipherable and hence confusing; if it 
is too big, a sense of unity will be sacrificed as students. 
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in trying to scan the whole picture, will tsnd to have their 
attention taken by a small section. Spacing is part of 
this concern as well. When parts of the visual are spaced 
well/ the scanning eye moves smoothly and logically from 
one to another* 

The matter of compleKity or simplicity is a feature 
which is in the context of interference. As was noted in 
Chapter II the realism continuum does not reflect the "learn-- 
ing continuum" and increasing detail tends, instead^ to 
decrease the teaching potential of the visual. However, 
this remains an inconstant feature. Dwyer found in his 
study that realistic, colored photographs were useful in 
certain proscribed areas of a lesson on the part of the 
heart. All the same, on the whole, studies suggest that 
less compleK illustrations are more readily understood and 
better for the transfer of information. 

In the context of realism should be considered the 
matter of color. Again it is hard to be definite in any con 
elusions for sometimes it is true that black and white 
illustrations can be extremely effective - the contrast is 
strong. On the other hand^ color can be important for 
clarification, for attentions-getting, for visibility con^ 
siderations, for the interpretation of relationships and 
for the subtle transmission of attitudes. Children tend 
to react to color, especially strong color, more definitely 
than adults who are accustomed to the symbolism of black 
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and white and the ideas it tre.nsmits, but all people can 
absorb a great deal from color. Wise use of color can add 
to the learning eKperience; undisciplined use adds nothing 
and can become an overload^ resulting in a decrease of 
understanding * 

Using the visuals requires cueing methodology. Adults 
in particular need to feel in touch with the work being pre- 
sented and prefer to be told of the learning objectives in 
front of them* This has the advantage of focusing their 
attention and receptive concentration. Questions have a 
similar effect/ written or oral^ and are also vital for 
follow--up recall. Printed material/ such as arrows^ may 
continue this role. This rehearsal is important to the 
retention of learned material. All of these gambits ^ includ 
ing patches of color in an otherwise black and white illus-- 
tration, are further variables. 

What this points to is that there is no single approach 
to visuals^ and that there are no hard and fast rules for 
their use* The variables are vitally concerned in what 
is right for one situation and what is right for another ; 
in order to adapt a visual for another use it may be neces- 
sary to change only one or two of these aspects. Educa- 
tional effectiveness is dependent upon small things and 
cannot be made constant. 

The variables do not change the fact that visuals are 
useful but they do mean that commercially made products can 
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seldom fit ^hii fluctuating mould* They cannot take into 
account the varying needs of students in different learning 
anvironments . The whole idea of visuals is that they 
should respond to just those environments and the needs 
assessed on an individual basis, that they should deal with 
learning problems and learning situations which may be 
unique to an age group, a subject, a cultural attitude or a 
teaching form. Here lies the great strength of the 
teacher-made visual aid. Mo matter what the artiste 
skills of the teacher ^ it is he or she alone who recog-- 
nizes and understands the variables. Only the teacher can 
produce visual materials which are that immediate response 
to the situation, and only those are effective teaching 
aids. 

The teacher, then, should not be daunted by the artist- 
tic requirem.ents . Experience teaches a lot of ways to 
deal with these needs ^ and furthermore brings more ideas. 
There is n ad to turn to another person to translate 
ideas ^ for this introduces the potential interference of a 
third party and his/her interpretations. Necessity is 
the mother of invention, and it is that which makes teacher^ 
made visual aids a continually vital part of the ESL 
classroom , 



EKLC 



128 



115 



APPENDIX I 

Sample Passage for Listening 
Comprehension with Visual 

I SIMPLE 

(a) This woman is tired. She has been shopping 
mos^ nf the dav. She is wearina a brown coat and 
on her head she has an orange hat. She is carrying 
two bags . 

(b) This girl has been at school but now she is 
going home with her mother* She is wearing blue 
jeans / a blue hat and a red sweater* 

II SLIGHTLY HARDER 

(a) Mark Booth's waiting for the bus and he * s been 
waiting quite a while* He's cold so he's put his 
hands in his pockets to keep them warm. He's wear- 
ing dark jeans and a yellow jacket, as well as a 
blue hat, 

(b) Jane Stevens is talking to a friend of hers* 
She's going home from school* She's got on a blue 
coat and red boots and she - s a blonde. 
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III CONVERSATION 

/A/ Goodness / aren - t these buses slow* If it 
doesn't come soon, I think I'll drop. I'm so tired, 
/b7 I thought you looked rather weary* What've 
you been doing? Shopping? 

/a7 YeS/ I thought I'd get a few things I needed. 
But a few things always turns into a lot more. 
What have you been doing? 

/§/ Ohf I had to take my daughter to the dentist so 
I picked her up from school. When I left the house 
this morning it was really quite cold so I put on 
this quilted coat and my fur hat* Now I'm so hotl 
I'll be glad to get home and shed everything, 
/a7 Ah, I'm just looking forward to getting rid of 
parcels, hat/ coat and shoes and putting my feet up* 
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APPENDIX II 



POSSIBLE SCRIPT FOR ORDER! ORDER! 



It was spring. The tree was in bud and flowers 
were beginning to appear. Within a few weeks, the tree 
was a mass of blossom in pink and red. As the weeks 
passed, spring faded into smnmer. The blooms on the tree 
gave way to leaves. The days grew warmer and the tree 
provided shade for people walking in the park and for the 
children who played under it with their toys in the long 
days * 

Gradually these long days began to shorten. The 
green leaves began their change to red and gold. Before 
many more weeks had passed the snow had arrived once more. 
Winter had returned* 
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CHAPTER V 



CONCLUSION 



The role of visuai.^- as a learning aid is undeniable; 
studies over the past few years have cQnclusively established 
that* What iis still interesting researchers is the way 
visual material is absorbed^ the ways in which visuals should 
be used/ and how they should be designed, developed and pre- 
sented ^ and research already shows that their usefulness 
notwithstanding / they should be used intelligently with a 
realistic appraisal of their uses. Clearly they are not 
endlessly applicable, nor is one type of visual useful in 
all circumstances . 

The variables are many. The subject matter influences 
the kinds of visuals used: geography, for example, is likely 
to use a large number of maps and graphs. Similarly the 
behavioural objective will have an effect: whether it is 
factual or visual information which needs to be understood, 
explained or rehearsed, and what needs to be recalled from 
the experience concepts or facts. 

The students themselves, influence not only what is 
likely to be recalled but what form the visuals should 
take. Children, for example, learn differently from adults 
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who, because of their greater experience and knowledge, 



learn concepts with the pictures. 



Mental ability has been 



examined in its bearings on learning from visuals^ and it 
appears that high IQs learn readily from either the visual 



aids than they do from verbally emphasized work as long as 
those aids are keyed to the level of the students. Indeed/ 
visuals / in these circumstances , can act as excellent moti^ 
vational devices. 

Motivation is another variable in the effectiveness of 
visual education, as it is in most educational circles* 
Students learn any content matter much better when they are 
interested in what is before them* For this, visuals can 
be both a cause and an effect. Visual materials play an 
important role in raising motivation and interest, and the 
information they contain is better transmitted when motiva- 
tion and interest are high. This situation is achieved, 
too, when the visuals are part of a programme which is seen 
by the students to be valid and attuned to their needs ^ a 
factor especially true of adults^ and when the visuals are 
well incorporated with the material being taught. 

Cultural factors may affect what students interpret as 
important and what they see as worthwhile learning techniques. 
In addition, such factors will influence what they absorb 
from a visual. Objects and concepts which are not in their 
own culture or which that culture underempha sizes may be 



or verbal approach* 



Lower IQs achieve better from visual 
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misinterpreted, or, indeed, not noticed at all in visual 
materials. Visuals can be very effective in this context in 
realigning cultural acceptance patterns. 

The way in which the illustrations are presented is 
yet another variable. Are they to be in a programme paced 
by the teacher or one where the students work at a more 
leisurely or self ^controlled pace? whichever is chosen, 
the matter of exposure time becomes increasingly important/ 
as numerous studies have shown. A system such as charts 
allows the students to refer to the visual at any time they 
need. So, too, do textbook and workbook illustrations. 
Slides and transparencies may have much the same advantage 
if the students are given enough viewing time. Films, tele-- 
vision and the like are excellent for the presentation of 
concepts involving movement, but frame time is externally 
dictated, and the speed at which viualized information passes 
before students may become a cause of interference. 

Interference must be kept in mind when considering what 
form the visuals will take, and here one should give atten- 
tion to the ideas of design and realism* All visuals should 
be clear to all students which means that their size/ clarity/ 
spacing and color are all important. It sounds unnecessary 
to say that a picture in education should not be too small 
and should not be too large. If it is too small, many 
details will be indecipherable and hence confusing; if it 
is too big, a sense of unity will be sacrificed as students. 
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in trying to scan the whole picture, will tsnd to have their 
attention taken by a small section. Spacing is part of 
this concern as well. When parts of the visual are spaced 
well/ the scanning eye moves smoothly and logically from 
one to another* 

The matter of compleKity or simplicity is a feature 
which is in the context of interference. As was noted in 
Chapter II the realism continuum does not reflect the "learn-- 
ing continuum" and increasing detail tends, instead^ to 
decrease the teaching potential of the visual. However, 
this remains an inconstant feature. Dwyer found in his 
study that realistic, colored photographs were useful in 
certain proscribed areas of a lesson on the part of the 
heart. All the same, on the whole, studies suggest that 
less compleK illustrations are more readily understood and 
better for the transfer of information. 

In the context of realism should be considered the 
matter of color. Again it is hard to be definite in any con 
elusions for sometimes it is true that black and white 
illustrations can be extremely effective - the contrast is 
strong. On the other hand^ color can be important for 
clarification, for attentions-getting, for visibility con^ 
siderations, for the interpretation of relationships and 
for the subtle transmission of attitudes. Children tend 
to react to color, especially strong color, more definitely 
than adults who are accustomed to the symbolism of black 
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and white and the ideas it tre.nsmits, but all people can 
absorb a great deal from color. Wise use of color can add 
to the learning eKperience; undisciplined use adds nothing 
and can become an overload^ resulting in a decrease of 
understanding * 

Using the visuals requires cueing methodology. Adults 
in particular need to feel in touch with the work being pre- 
sented and prefer to be told of the learning objectives in 
front of them* This has the advantage of focusing their 
attention and receptive concentration. Questions have a 
similar effect/ written or oral^ and are also vital for 
follow--up recall. Printed material/ such as arrows^ may 
continue this role. This rehearsal is important to the 
retention of learned material. All of these gambits ^ includ 
ing patches of color in an otherwise black and white illus-- 
tration, are further variables. 

What this points to is that there is no single approach 
to visuals^ and that there are no hard and fast rules for 
their use* The variables are vitally concerned in what 
is right for one situation and what is right for another ; 
in order to adapt a visual for another use it may be neces- 
sary to change only one or two of these aspects. Educa- 
tional effectiveness is dependent upon small things and 
cannot be made constant. 

The variables do not change the fact that visuals are 
useful but they do mean that commercially made products can 
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seldom fit ^hii fluctuating mould* They cannot take into 
account the varying needs of students in different learning 
anvironments . The whole idea of visuals is that they 
should respond to just those environments and the needs 
assessed on an individual basis, that they should deal with 
learning problems and learning situations which may be 
unique to an age group, a subject, a cultural attitude or a 
teaching form. Here lies the great strength of the 
teacher-made visual aid. Mo matter what the artiste 
skills of the teacher ^ it is he or she alone who recog-- 
nizes and understands the variables. Only the teacher can 
produce visual materials which are that immediate response 
to the situation, and only those are effective teaching 
aids. 

The teacher, then, should not be daunted by the artist- 
tic requirem.ents . Experience teaches a lot of ways to 
deal with these needs ^ and furthermore brings more ideas. 
There is n ad to turn to another person to translate 
ideas ^ for this introduces the potential interference of a 
third party and his/her interpretations. Necessity is 
the mother of invention, and it is that which makes teacher^ 
made visual aids a continually vital part of the ESL 
classroom , 
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APPENDIX I 

Sample Passage for Listening 
Comprehension with Visual 

I SIMPLE 

(a) This woman is tired. She has been shopping 
mos^ nf the dav. She is wearina a brown coat and 
on her head she has an orange hat. She is carrying 
two bags . 

(b) This girl has been at school but now she is 
going home with her mother* She is wearing blue 
jeans / a blue hat and a red sweater* 

II SLIGHTLY HARDER 

(a) Mark Booth's waiting for the bus and he * s been 
waiting quite a while* He's cold so he's put his 
hands in his pockets to keep them warm. He's wear- 
ing dark jeans and a yellow jacket, as well as a 
blue hat, 

(b) Jane Stevens is talking to a friend of hers* 
She's going home from school* She's got on a blue 
coat and red boots and she - s a blonde. 
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III CONVERSATION 

/A/ Goodness / aren - t these buses slow* If it 
doesn't come soon, I think I'll drop. I'm so tired, 
/b7 I thought you looked rather weary* What've 
you been doing? Shopping? 

/a7 YeS/ I thought I'd get a few things I needed. 
But a few things always turns into a lot more. 
What have you been doing? 

/§/ Ohf I had to take my daughter to the dentist so 
I picked her up from school. When I left the house 
this morning it was really quite cold so I put on 
this quilted coat and my fur hat* Now I'm so hotl 
I'll be glad to get home and shed everything, 
/a7 Ah, I'm just looking forward to getting rid of 
parcels, hat/ coat and shoes and putting my feet up* 
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APPENDIX II 



POSSIBLE SCRIPT FOR ORDER! ORDER! 



It was spring. The tree was in bud and flowers 
were beginning to appear. Within a few weeks, the tree 
was a mass of blossom in pink and red. As the weeks 
passed, spring faded into smnmer. The blooms on the tree 
gave way to leaves. The days grew warmer and the tree 
provided shade for people walking in the park and for the 
children who played under it with their toys in the long 
days * 

Gradually these long days began to shorten. The 
green leaves began their change to red and gold. Before 
many more weeks had passed the snow had arrived once more. 
Winter had returned* 
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